Microsoft Word: Exercise 1

Word Basics

In this exercise you will learn about:
e Using tools: Tabs, Ribbon,
Toolboxes, and Buttons
e Zoom feature
e Highlighting text
e Paragraph marks

Copy and Paste functions

Font name and Font size
Common keyboard operations
Bold, Italics, and Underline
Vocabulary (underlined words)
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2. Now the program, Microsoft Word, is open. Look at the screen. Are the
words Microsoft Word at the top of the screen?

Note: the name of the document is
in front of the words Microsoft Word.

Home Insert Page Layout References Mailings Review View

= P

= — Calibri (Body) -l <A AT E] 3= - 4= - | |E= 15| (4] | 9T AaBbCeDe | AaBbCcDe AaB
Pﬁfte # Format Painter (B I U -ake x, X Aa~|| - A-||EE = E|l=| S~ 5~ TNormal | TMNo Spaci., Headi
Clipboard (F] Font ] Paragraph i
3. Slowly Move the Cursor across the @
. . . . ome nse age Layout References Mailings Revig
Ribbon icons. It looks like the picture =) b o e _
I H - alibri (Body] - - NEZINES
below. Don t Click on any of then_1. W e ZA =
When you point to a picture you will " . 5
see the name for that picture or ] = htac (ct+ i
button . | Italicize the selected text.

4. Type the alphabet in lower case letters, no spaces, as shown below:

abcdefghijklmnopqgrstuvwxyz

5. The letters look so small, they are hard to read. Rather than change the
size of the print, let’s change the size of the document on the screen. This
will make the document easier to work with, but not change the finished
product if the document were to be printed.
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6. The Zoom feature is located in the lower right corner of your screen. Itis a
bar with a minus button on the left side and a plus button on the right. To
the far left of the bar is '100%’ if the screen is operating in ‘normal’ or
‘default’ mode.

Clipboard = Font IFi Faragraph i

5'1"'

abcdefgh ijklmnopqrstumnrxvz]

~
8 Il
Page:1ofl | Words:1 | ¢

7. The Zoom Feature can be used two ways:

1) Click the Plus or the Minus buttons until you reach the desired size.
The document will increase or decrease in degrees of 10.

2) Move the arrow in the middle of the bar with the mouse: Click on the
arrow and drag it left or right. This option is good for practicing mouse
control.

(Note: Try to keep the final zoom between 120% and 150%)

Clipboard ™= Fant IF] Paragraph : L] Styles IF]

abcdefghijklmnoparstuvwxyz

—
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8. The document has been zoomed to what percentage? ?
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9. Click and Drag from the “a” to the “z". this is called Highlighting. When
all the letters are hlghllghted. Take your finger off the mouse. Practice this

a few times.
=51 W Calibri (Body) -] |[iE s - | [E E| & % #
P_aﬂ ) B o I| | = _||*_Y Quick Change  Editing
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abcdefghijklmnopgrstuvwxyz

10. Another way to highlight the letters is to Click on the place before the letters
begins so that the cursor is there. Use your left hand to Hold Down the
SHIFT key. Use your right hand to Press the RIGHT ARROW key as many
times as needed until all the letters are highlighted.

11. A third way is called Highlighting a Row or a line of text. Do not use this
for a single word. Move the mouse arrow into the left margin next to the
row to be highlighted and Click.
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12.

13.
14.

15.

Now Click the COPY button under the Home tab, in the ’@
Clipboard toolbox. The computer will remember and g

temporarily store the text that is highlighted. =0 ¥ cut
Click after the 'z’ to place the cursor there. E"% Copy
Now Click the upper part of the PASTE button. Look at ’ C”‘;”;::“ e

what happened.You should now have two alphabets.

Click on the down arrow next to SELECT in the Editing toolbox to view

the drop down menu.
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16. Click on SELECT ALL. This is a way to highlight all the words on the page.

17. Some will get something that will look like the illustration below.

abcdefghijklmnopgrstuvwxyz abcdefghijklmnopgrstuvwxyz

18. Some will get something that looks like the following. Why?

abcdefghijklmnopqgrstuvwxyz abcdefghijklmnopqgrstuvwxyz
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19. To find out Look on the Home tab on the Paragraph toolbox. The
answer can be found by turning on the Paragraph marks. Click the | qq
button that looks like a Paragraph Mark.

20. The document should now look something like the illustration below.

abcdefghijklmnopgrstuvwxyz-abcdefghijklmnoparstuvwxyz9
bl
bl

21. This feature will show you more than where the paragraphs are.

The-Paragraph-button-will-also-show-the-spaces-betweenwords.q]

-+  The-Paragraph-button-willshowtab-ma rks.--The-TAB-key-is-discussed-in-Exercise-z.h]

7 \

22. How are spaces illustrated?

23. How many spaces are between sentences?

24. Tab marks are illustrated by the little arrow. As a default, a single tab
equals 5 spaces. The illustartion looks like more, because it has been blown
up (increased in size).
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25. Look at the Home
tab and the Font
toolbox. (This step
will not work if the
words are not
highlighted.) Click
on the little arrow
next to “Calibri” to
look at the drop

down menu.

26. Click on another
Font Name to
change the way the

letters look.

27. Use the Scroll Bar
to view the entire list

of options.

31.
cursor there.

Y
b Amicppe
T Andalus
T sngsana Mew AT

Calibri

Theme Fonts
Cambria
Calibri

Recently Used Fonts

T Arial Rounded MT Bold
% Aharoni

T Comic Sans MS
T Verdana

T Trebuchet MS
T Times New Roryfa
T Arial

T Arial Marrow
U fucida galligraphy

. i 11N
T ALEERIAN

spn sl

T sngsanallPC afan
v Arabic Typasetting

T Arial
T Arial Black

Py

~

28. Change the
font 3 times

for practice.

29. Now Click on
the drop
down arrow
next to the
number 11 to
change the

Font Size.

30. Click on a
larger

number.

Y

abcdefgh ijklmriopq rstuvwxyz

abcdefghijklmnopgrstuvwxyz

32. On the keyboard Press the BACKSPACE key several times to erase

everything before “o”.

Wi E R IT ¥ U@ @@ o@ P& D
n W B

v 1
3

) @
o._,

rences

Click between the “n” and the “0” in the first alphabet to place the blinking

33. Next Click just after the “d” in the second alphabet to place the blinking

Word Basics

7

Rev 3.2010



cursor there.

Iopq rstuvwxyz abcdlefgh ijkimnopgrstuvwxyz

34. On the keyboard Press the DELETE key several times to erase everything

between the “d” and the “0”. On the Laptop it is in the far upper right-hand
corner.

35. Highlight all of the text using any one of the ways practiced earlier.

was
111
4

1= - - || EE £ il
36. On the Home tab under the Paragraph toolbox, o

Click on the CENTER button. ERSE | F R
Paragraph ]

37. The text should still be highlighted. On the Calibri (Body) T2 A A
Home tab under the Font toolbox, Click on |B|7 U -abe x, x* Aa~||%- A~

the B button to make the text Bold. Font &

38. Click on the I button in the Font toolbox to Catiort Bodt) "z A
make the text Italicized. /B 7 U -abe x. X' Aa"|| - A~

Font ]

39. Click on the U button in the Font toolbox to e e . 2? . 't = 'A_“l
make the text Underlined. [ B P e ey | 2" |22

Font P

40. Exercise 1 almost
complete. Ask a teacher to
check your work. The teacher
will sign in the box.
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41. Click on the MICROSOFT OFFICE button. b RS - |
=4

42. Click on CLOSE. We are not going to save this. ) e

7 Qpen

el =

rl Save As 3

H'I,__;:',d Print 3
2

5 Prepare 3

.ad. Send 3

Publish L3

Business Contact Manager »

o H

[

Ly
l Close

Vocabulary

Below are the definitions for some of the words found in this exercise. They were taken from the
Longman Dictionary of American English. Be aware that the definitions cited may not be the only
meaning for a particular word.

Cite To mention something as an example or proof of something else: The mayor cited
the latest crime of figures as proof of the need for more police. THESAURUS:
mention, refer to, note, raise, allude to, bring up

Default The standard way in which things are arranged on a computer screen or in a program
unless they are changed by the user

Definition A phrase or sentence that says exactly what a word or phrase, or idea means:
What's the definition of “Deformation?” | a dictionary definition.

Feature An important, interesting, or typical part of something: Anti-virus software is a
standard feature in all our computers. | One of the best features of this camera is
its size. THESAURUS: characteristic, quality, trait, attribute, property, aspect.

Font A set of printed letters that is a particular size and shape.

Function The usual purpose of a thing, or the job that someone usually odes: What’s the exact
function of this program? | A manager has to perform many different functions.

Italics A type of printed letters that lean to the right: This example is printed in italics.

Thesaurus A book in which words are put into groups with other words that have a similar
meaning.

This work was created by Neighborhood House.

This work is licensed under a Creative Commons Attribution-Noncommercial-Share Alike 3.0 License. You are free to copy, distribute,
transmit, and adapt this work provided that this use is of a non-commercial nature, that any subsequent adaptations of the work are placed
under a similar license, and that appropriate attribution is provided where possible.
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Microsoft Word: Exercise 2

More Word Basics

In this exercise you will learn:

e Quick Access Toolbar e Saving a document
e Basic keyboard keys e Using the undo button
e Formatting text e Vocabulary (Underlined words)
e Cut and Paste
1. Double-click on the Microsoft Office Word 2007 icon on rﬁ@
the Desktop. Microsoft

Office ...

2. The Quick Access Toolbar is located at the top of the screen next to the
Office button. In default mode has three buttons: save, undo, and repeat
(or redo). Some of these tools will be used later in this exercise. Besides
the 3 default buttons, what other buttons are shown there if any? Use your
mouse to help you.

3. The diagram below shows the location next to the Office button, but it has
been customized.

Cla e
- Home Insert Page Customize Quick Access Toolbar
Home Insert Pade Layout
o - v | Mew
j : - Calibri v | Open
== LOpY Y.

4. Click the small arrow to the Pt 5 Format Painter ||
far right of the toolbar to get e
a look at the drop down menu
of options.

v | Save
E-mail
Quick Print
v | Print Preview
Spelling & Grammar
v | Undo
v | Redo

5. See the check marks of the =
tools that are already on the '
toolbar.

Draw Table

More Commands...

Show Below the Ribbon

Minimize the Ribbon
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6. Using the options given in the drop down ’_
menu for assistance, how has the Quick 3},
Access Toolbar been altered from the one? ~ Home | Insert  Fag

(Which of the options were chosen from the - L Cut —
drop down menu?) = —
Paste ;
- # Format Painter s
Clipboard ]

1 SdaY-0& -

7. Type your first and last name in the blank document. Capitalize the first
letter of your first and last name using the SHIFT key.

8. Press the ENTER key to move down one line.
9. Type your street address.
10. Press the ENTER key to move down one line.

11. Type your city, state, and ZIP code.
ZIP: A number that you put below the address on an envelope to help the post office
deliver the mail more quickly. Now rarely capitalized, it originally stood for Zone
Improvement Plan.

12. Press the ENTER key to move down one line.

13. Type your phone number. (Phone numbers can be written a number of
different ways: 651-789-2518 or 651.789.2518. All are correct.) Your
document should look something like this:

O] S R RN RN ERRR AN KRN ]

-

SulinTamu{

N 121-Jeriman5t9

St.Paul, MN-55X009 A

1

651.231.45679) °

- 3
4 ! ] 3

Page:1lofl | Words:10 | |||§| R = =|100% (=) u i

14. Select All the text. (On the Home tab in the Editing toolbox, Click the
drop down arrow next to Select and Click on Select All.)
Word Basics 11 Rev 3.2010



15. To change the font style Change the font size to 18.

16. Change the font name. Choose an alphabet that has lower case letters.
Remember to use the scroll bar in order to see all the choices.

Insert e Layout References Maili
Calibri Gl - [=- i= v fa
IO AlSTo ML |:|
i Cambria
i Cambria Math
1 Candara
T CARBEA BLOCK |
T CASTEILLAR
T Catrigl DDDDDDB
T Centaur
T Century
T Century Gothic
T Century Schoolbook
T Chiller
T Colonna BT
I Comic Sans MS

17. Next Highlight just the phone number.

18. On the Home tab in the Clipboard toolbox, Click on the
CUT button. Your phone number will disappear into the
computer’'s memory.

Paste
- f Format Painter

Clipboard IF]

19. Click after your name to move the cursor there.

20. Click the upper part of the PASTE buttons:
number should appear right after your name.

our phone

g"""‘%
SulinTamu651.231.45671
=
1

121-Jeriman-StY]

St.-Paul,-MN-55X009

21. Click between your name and phone number.

22. Press the TAB key to put a space between your name and the phone
number. As a default, one press of the TAB key moves the cursor 5 spaces
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23.

24.

25.

26.

29.
30.
31.

32.

33.
34.
35.
36.

to the right.

i3 )
] (=1}

Click at the end of the es Mailings Review 27. Click on the UNDO
first line after the phone button on the Quick
number. A AT |[i= - Access Toolbar.
s s — This button will let
Highlight your full -2 - A | |=
nagwe gnty ,‘h il Sallli S you go back, one
' _ Sentence case. step at a time. Itis
On the Home taP in the e a good way to
Font toolbox, Click o f correct mistakes.
UPPERCASE
the CASE CHANGE i . 28. Click the REPEAT
button. Capitalize Ea¢h Ward
) /(REDO) button on
Click on the wo TOGGLE pASE the toolbar. This
UPPERCAS button will let you
go forward one step
Home | Insert after you have used
the UNDO button
Click before your phone number and Press the ENTER key.

Now Highlight your phone number.

Click on the U key on the home tab. This will underline your phone
number.

Now Select All the text. Click the drop down arrow next to Select on the
in the Editing toolbox. Click on Select All from the drop down menu.
Center all the text using the CENTER button in the Paragraph toolbox.
In the Font toolbox, Change the font size of your name to 22.

Make your first and last name Bold.

Italicize your address.
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SULIN TAMU
651.231.4567

Does your document look
something like the illustration
at the right?

121 Jeriman St
St Paul, MN 55X00

Now you will save this document. Follow the directions below:

NH Microsoft Word Exercise 2 R3 - Micro

37. Click on the Office Button.

Save a copy of the document

; [T —
38. CIiCk > SAVE AS. y‘ ave the file as a Word Document.
[,;.‘ ‘Word Template
i = Save the document as a template that can
39. Click on Word Document. ;

be used to format future documents,
40. A dialog box will open for My
Documents. Find your named
folder.

L
o
2
B

@ Word 97-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003.

Save As 3

i OpenDocument Text

Save the document in the Open Document
Format.

Prepare 4 PDF or XPS
== Publisha copy of the document as a PDF or

XPs file,

41. Double-click on your named
folder. If you do not have one,

ENEEL

v
o
=

e
-

=—J] Other Formats
Open the Save As dialog box to select from

Ask your teacher for help. L/ publisn > all possible i types
42. Click in the file name box on the S, gusiness contact vanager »
text that is already there. The o o

text should be highlighted. Do
not delete the text.

[ 2 word options | | X Exit word

43. Type a name for this document.
Name it
FirstNameLastInitial Word 2.
Example: SulinT Word 2

44. Click on the SAVE button.
Exercise 2 is almost complete.

43. Ask a teacher to check your
work and sign in this box.

45. Close the document.

This work was created by Neighborhood House.

This work is licensed under a Creative Commons Attribution-Noncommercial-Share Alike 3.0 License. You are free to copy, distribute,
transmit, and adapt this work provided that this use is of a non-commercial nature, that any subsequent adaptations of the work are placed
under a similar license, and that appropriate attribution is provided where possible.
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Microsoft Word: Exercise 3

Using Spell Check

This exercise will teach you how to use the computer to help you correct your spelling and grammar.
When you type a word in this exercise, type it exactly as it is written. Many of the words are spelled
incorrectly (misspelled) to show you how you can use the computer to correct your spelling.

Microsoft Word has a dictionary in the computer. This dictionary knows many English words. It does
not know the names of people, the names of places, or words that are not English.

1.  Open Microsoft Word
2. Type computtor

3.  Pressthe ENTER key.

4. Do you see a red line on the screen under the word you just
typed? The red line means that the computer does not have this

word in its dictionary. L computtor

5.  Right-click on the word computtor.

Times New - (12~ A" o7 Ay~
BIE=wW-A-#E:E:
)

J

6.  Click on the correct spelling for the wor
that matches the picture.

computer
competitor

compotator

Ignore

Ignore All

Add to Dictionary

7. Pressthe ENTER key.
8. Type: Mowse
9.  Pressthe ENTER key.

10. On the Ribbon Click the Review tab. Below is an illustration of some of the Toolboxes on the
Ribbon: Proofing, Comments, Tracking.

NH Microsoft Word Exercise 3 - Microsoft Word Table Tools
—/ Home Insert Page Layout References Mailings Review View Design Layout
1? d)l = I ajb {2, Translation ScreenTip ~ ; = : _;_2:, _] <4 Final Showing Markup -
' & Set Language _‘I _‘l _J = =] show Markup ~
Spelling & Research Thesaurus Translate o Mew  Delete Previous MNex Track  Balloons o
Grammar 23] Word Count Comment Changes = - E Reviewing Pane ~

Proofing Comments Tracking
—

11. What are the other three toolboxes?
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12.

13.

In the Proofing toolbox, Click on the SPELLING & GRAMMAR button.

v

Spelling & R
Grammar

The word mowse has a red line, because the computer does not have this word in its dictionary.

14 CI ICk on the CorrECt [ Spelling and Grammar: English (United States) @Iﬂ 15 CIiCk the
spelling for the word that Not n Dictionary: CHANGE
matches the picture. Mowse) ~ | tgnore onee button.

'—'
Suggestions: -
-
s
Check grammar

16. Click the OK button. [ Microsoft Office Word ﬁ

17. Type: Kibor. The spelling and grammar check is complete.

18. Pressthe ENTER key.

19.

20. The dialog box provides suggestions
for the word “kibor”” which is not in
the computer’s dictionary. Use the
Scroll bar under Suggestions to make
sure the correct spelling is not on the

list.

21. If the spelling is very wrong, the
computer cannot find the correct
spelling for you. Highlight the word
in the dialog box and Type the correct

spelling: keyboard.

In the Proofing toolbox, Click on the SPELLING & GRAMMAR button.

4

Spelling & R
Grammar

Spelling and Grammar: English (United States)

Mot in Dictionary:

Kibor

Ignore Once

Ignore All

Add to Dictionary

Suggestions:

T | Change
Kiore E

Kabob |= | Change All
Kebob b

CIBER. — AutoCorrect
Kabo L=

Check grammar

Options... Cancel

Spelling and Grammar: English (United States)

22.
21.

Click the CHANGE button.
Click the OK button.

23. Type: Mukta and Press the ENTER

key.

Word Basics

Mot in Dictionary:

- Undo Edit

___———» keyboard E

Suggestions:
kiore Change
kabob =
kebob Change All
kobo =
kilo AutoCorrect
fibro
Check grammar
[ Optio | Cancel

AR | ATAEE
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22,

Mukta is a woman name. The computer does not know

the names of people.

Click on the SPELLING & GRAMMAR button.

23. The name is underlined in red, because the computer
does not know this word. Click the IGNORE ONCE
button.
24. Now the computer knows that Mukta is not a mistake.
Click the OK button.
25 Type addls ababa Spelling and Grammar: English (United States) @Iﬁ
26. Pressthe ENTER key. lsm:::w: + | Troreonee |
2
27. This is the capitol city of the country /
Ethiopia. Remember, the computer does See—
not know the names of places. Click on S .
the SPELLING & GRAMMER button.
,
28. Part of the city name is in red, because t:e/— F—
computer thinks it is a mistake. Click o — [ e ]
the IGNORE ONCE button. =
Spelling and Grammar: English (United States) @Iﬂ
Capitalization:
Addisababa = Ignere Once
29. Now part of the city name is green, because o
the computer thinks it is a grammar ;
mistake. The name of a city should start Suggestons:
. . . li, Change
with a capital letter. If it is two words, e
both should be capitalized. Clickonthe ||
CHANGE button. -
Check grammar
(o | oo
Times New ~ 12+ A" A7 -
30. Type: Salsa verde PAETIATEES
31. Pressthe ENTER key. veered S
32. Right-click on the word verde. verge HERDEZ
) Ignore SA -
33. Click on IGNORE (or Ignore All). — . pnorest : LSAVERDE
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34. Type: his name George. he is eating
35. Pressthe ENTER key.

36. Sometimes the computer will automatically change the first
letter of a sentence to a capital letter. Look at the last two
sentences. Is the first letter capitalized? If not, Capitalize his
and he.

37. Click on the SPELLING & GRAMMAR button.

38. “His name George.” is a fragment; it is not a S:E""”g td Gramar: ool Crdea D)
complete sentence. Click between “name” and Hiomame Gaorger
“George.
39 Type |S Suggestions:
40. Click the CHANGE button.
41. When the spell check is complete, Click the [¥] Check gremmr
OK button.

42. Spell check cannot find all mistakes. There is a problem with the last sentence. Every sentence
should have a punctuation mark of some kind at the end. In this case is should be a period.
Click after the word “eating” Type a period.

43. Type: Please turn on the lamb.

44. Pressthe ENTER key. There are no red or green lines, but there is a problem.

-
\ e

45. The correct word is |amp NOT Iamb

The computer did not show a red line under the word, because lamb is in the English dictionary. But
it is not the correct word for this sentence.

46. Delete the word “lamb.” Type: lamp.
Remember, spelling and grammar check is very useful, but you still need to look carefully at
what you type and use your brain!
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47. Ask a teacher to check your work. The
teacher will sign in the box on the right.

48. Close the document. Do not save.

This work was created by Neighborhood House.

This work is licensed under a Creative Commons Attribution-Noncommercial-Share Alike 3.0 License. You are free to copy, distribute,
transmit, and adapt this work provided that this use is of a non-commercial nature, that any subsequent adaptations of the work are placed
under a similar license, and that appropriate attribution is provided where possible.
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Microsoft Word: Exercise 4

Shared Folders and Fixing Mistakes

This is Azeb. She is an English student.
You will help Azeb fix the mistakes in her homework.

Follow the directions below to open her homework.

A

| - ocuments
1. Fromthe Sta‘ft clow LAB T

Menu Open “My Ve - © - | Dot [ rame |-
DOCU ments”. @ T Esploar _ ' '.)"“'“e-"“ ndcress {20 My Docaments . r gn::,m
@;}g;gftofﬁceomlaok 2 ’ ooans el onmenk . ) ::;;;,.
2' FI nd a fOIder “_5 Wicrasoft Office PowerPoint j”’ Music j;ﬂn
2007 ) Bemacy
called Computers I - 2 Ser]

== Microsof I8 WO 2

- - | béore )
and Literacy. Bowome B
ﬁ @ ootas jg’*l'::_
) TTunes %Connectw 3 _]E:na
You may need to ) i s S
use the scroll bar Scrmd
\ @ Help and Support Sicarmed
at the bottom to # s S
- allPrograms [ T e ji::
find your folder. Sev
S
) Comp
>

3. Double-click on it to open the folder. 8 My Documens

File Edit ‘View Favorites Tools Help

=

(€] © - ¥ | Oseac [ rokders | (-

Address @ My Documents

ITERS & LITERACY
File and Folder Tasks S nsueln Delgado
)Cymthia T

] Rename this Foider

[ Mowe this Folder
iFe thic Fold

4. Now you will see several other folders. % COMPUTERS & LITERACY
Double-click on the Microsoft Word
folder.

File

Edit Wiew Favorites Tools  Help

eBack @ \_) l.@ ;) Search L/ Folders v

address |[5) Ywwchostile0 1 sharedinbiusersinb. miab COMPUTERS & LITERACY
CIMicrosaft Excel

File and Folder Tasks [hMicrosoft PowerPaint
i1\ Microsoft Word

[ 5taff Folders and Docs

W Rename this Folder
[Fy Move this Folder
Copy this folder

5.  Find a document labeled
My name is Azeb.

& Microsoft Word

File

eBack < \_‘) l.ﬁ /’f__j Search U= Folders v

Address |1 VywchostFile0lisharedinhiusersinh, mlabl COMPUTERS & LITERACYY
,_jFormatting Practice

,_]Jane Doe Letter

I_]My name is &

Edit \iew Favorites Tools  Help

6. Double-click to open the file.

File and Folder Tasks S

Iﬂﬂ Rename this file

[ Move this file
= R
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10.

11.

12.

13.

14.

Word Basics

We cannot work on the document where
it is, because:

a. ltisinashared folder.

b. Other people need to copy it too..

Therefore, we need to save the document
in our named folder.

To Save the document to your named
folder, begin by Clicking on the Office
button.

In the drop down menu, Click on Save As
because we want to relocate and rename
the document.

Save this document to your named folder:
FirstnameLastinitial Corrected
Homework.

MNew

7 DOpen

]
g

Save

[le=]

rint

H Save As

Named folder: an individual’s folder where that
person’s documents are filed.

Shared folder: a folder where documents are stored
which are to be accessed/used by many individuals.

“My Documents “is a shared folder with many other
folders inside of it.

|G PEEUE LR

To save the document to your named
folder Open “My Documents” again.

Look at the “Save As” line at the top(
should say “My Documents”. It needs to

be yourname.

Use the scroll bar at the bottom to look
for your named folder. Double-click on it
to open it.

Save As

Save jn
fusted
Templates

3 My Recent
9 pocuments

[ pesktap

B3

4 My Documen ts

v @ - K-

I Ana Errors

I Aba Favorites

I Asas Marcella-Intern
[ Asbia

1= Aary

=) Abdit

) My
S pocuments

0 Abdikadir H

C Jid
Computer

gy Hetwork
Places

|2 Ali Farah
1) ali yasmin
) Alicia Flores
3 I

I Abel G

=) Acela P

I Adnan

| Adriana Calderon
DaidaH

I Alberto &

| Alberto Domingusz P
[ Alejandra ©

D amina s
CanaG
Sandrea 0
[ Angslica P
() araceli F

() Araceli Rojas
[ChAracely H
() arali Flores
Shargelia

() Avletha M
() Al Dayur
() Ayan Mohammad
()Baldomera 5

(2

File pame: [y name s Azeh

Save 2 LR | yiord Dorument

Once you have your folder opened, look
at the File Name field at the bottom.
Type in the name: FirstnameL astinitial
Corrected Homework.

Click Save.

[ Toos -_§ave [ concel ]
Save As X
Save i Sulin Tamy v @-@ Kz HE-
E'Trusted 22009 PowerPoint
Templates | 52009 word
L;’Mv Recent | 752010 Internet
Documents | "= 5010 PowerPoint
(&} Deskiop 2010 Word

oy My
B bocuments

M
Computer

WMy Network
B BF\&:ES

.

Filename:  [sulnT Corrected Homewark

3

Save as type: ‘ word Document:

o

=P sulinT Corrected Homewark - Microsoft Waord

Now look at the top of your document. It
should now have the new file name at the AddIns
top .

21
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15. This is Azeb’s English homework. There are a few mistakes.

a. See the red lines. These words might be spelling mistakes.
b. See the green lines. These might be grammar mistakes.
c. See the blue lines. These might be the wrong choice of word.

Follow the directions to Correct the mistakes in Azeb’s homework.

My nameis Azeb.
Iwontto learn more about computerssol cando warehouse work
Wantto bee able to fipe faster.

Imtaking classesto emprove these skills,.

16. Right-click on the (e H9 - 6aE): tpe ¢—op— 17.
WOI‘d “tlpe”. jﬁ/ Home Insert Page Layout R tape
t
=51 calibri (Body) 11 - t:z
J—J |B I U ~ahe x, x| &) -
Pavste S BIE=> é' Aav|| A A7 18
N || Clipboard ™= Font E Ignore :
Ignore All

Add to Dictionary
AutoCorrect

Language
? Spelling...
éi Look Up...

S3

Want to bee able to tipe| & easte

Calibri Bot ~ 111~ A" AT

Im taking classestoemp| ., =v-A-

19. Click in front of the word “My”.
20. Click on the Review tab.
21. In the Proofing toolbox Click on the SPELLING & GRAMMAR button.

Word Basics 22

Find the correct
spelling for this
word: “type”.

Click on the
correct spelling.

14

Spelling &
Grammar
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22.

23.

24,

25.

26.

217.

28.

Look at the red word “Azeb”

™~

Click on the IGNORE ONCE ———
button.

Is this a mistake?

=l=] = ]

) A ) = - soft Wi
J@ =] Y= Document2 M\crn,nftVzd
L | Review | View
ABG 4 Research - = Dy #3 1Y
e & 4 2= \ﬁy - E {5
r S Thesaurus % bt =1 &
& b New =% |[Tracking| Accept Compare| Protect
2 Translate y23 || Comment - 2% - Document
Comments Changes Protect

My name is Azeb.

nd Grammar: English (United States)
Not in Dictionary:

L
I wont to learn more about €

My name is AzehL

Want to bee able to type fast

Im taking classes to emprove ||

Suggestions:

Check grammar

m
Word is checking the spelling and grammar in the document,

Look at the blue word “wont”.

Is this a mistake?

Click on the CHANGE button. ——__

s Document2 - Ml(rn;uftwir* ..

== = )

@]zj-’g TREWERE .

Home  Insert Page Layout References Mailings | Review | View @
a{li/c 4 Research 2L~ 3 _} 2% | Final -Jl [ 5 E] B
5 Thesaurus Y bt | = ) Show Markup 2] Ay ==
Spelling & e New - Track  Balloons _ Accept Compare | Protect
Grammar g Translate o3 || Comment Zd || Changes~ [B] Reviewing Pane 5 ~ Document
| | I
Proofing Comments | |
Spelling and Grammar: English (United States) (B | ==
lim|

Possble Word Choice Error;

ont to learn more abo

Iwondtﬂ learn more about computerssol cando  ~
warehouse work

Want to bee able to type]

Im taking classes to empr|

Check grammar

‘Word is checking the spelling and grammar in the document...

Look at the word “cando”.
\

Is this a mistake?

Find and Click the correct spelling

VH 90 D

i - Document2 - M\crusuftwir* TRl

in the Suggestions list.

Click the CHANGE button.

Word Basics

Home Tnsert Page Layout References Mailings | Review | View @
earch - b =D 4% | Final Lha 63 o
e = IR = = e[ HE] 5
<5 Thesaurus # = 2] show Markup -
Spelling & e Track  Balloons Accept Compare|| Protect
Grammar 3 Transiate {3 || Comment es [B] Reviewing Pane 2] Document
Proofing Comments Tracking Changes Protect | |
B
| want to learn more about computers so | cando warehouse work g
Spelling and Grammar: English (United States) B

Not in Dictionary;

Want to bee able to type faste

Iwant to learn more about computers so | cando
warehouse work

ses to emprove t

- Ignore Once
Ignore Al

Add to Dictionary

ji

\

Suggestions:

Change
Change Al

AutoCorrect

Check grammar

Word is checking the spelling and grammar in the document. ..

(o]

23
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29.

30.

31.

32.

33.

34.

35.

36.

37.

Look at the blue word “bee”.

T~

Is it a mistake?

Is the suggestion correct?

[=l=] == |

taking classes to emprove

Spelling and Grammar: English (United States)

Document? - Microsoft Wort
Cn . s [ T8
Cg) -
2/ Home mset  Pagelayout  References  Mailngs | Review | View (@]
ABG [} Research (S~ “ 2% Final - \\/3), o E] by
v - J i *}' 5
<5 Thesaurus 8% 7] = ) Show Markup Al ) ==
Spelling e New Track  EBalloons _ - Accept . ||Compare|| Protect
Grammar “ZaQélate a3 || comment Zd || Changes~ [F] Reviewing Fane ¥z ~ Dacument
Proofing Comments Tracking Changes Protect
in
Want to bee able to fast g.
2

Po: rd Choice Error;

'Wantto bee able to type faster.

- Ignore Once

Suggestions:

Click on the CHANGE button.

Look at the next red word, “Im”.

Is this a mistake?

Click on the correct spelling.

Click the CHANGE button.

Check grammar
il
Word is checking the spelling and grammar in the document...
— — — _— S
N LR AR Y " 4 Document - Microsaft Wordy g i i (=[E] 5= J
(Cg 3 T —
S L Pagelayout  References Mailings Review | View @
ABC, [ Research [~ =3 ? 3% Final - b &2 &
v = (403 2 |- A o 4
3 Thesaurus g% b’ | = 2] show Markup = L
Spelling & - — Hew > Track  Balloons — Accept , ||Compare| Protect
Grammar 44 Translate  1z3) || comment =d Changes - [B] Reviewing Pane 573 Document
Praofing Comments Tracking Changes Protect
i)
Im taking classes to emprove these skills !.
Spelling and Grammar: English (United States) 2

Not in Dictionary;

Imtaking classes to emprove these skills..

»| [ 1gnore once
Igrore Al

Add to Dictionary

Suggestions:

In

Change
Change Al

1 1 ™

AutoCorrect

Check grammar

Word is checking the spelling and grammar in the document. .

Look at the last red word
“emprove”.

Is this a mistake?

(Da)d 9O ;.'_—i)'“;

i« Decument2 - Microseft Wordy . .

= Bl &

5 .
= Home Insert Page Layout References Mailings Review View
? G, Researen iy = & _} 23| Finai “iii 22 5 3 )
5 Thesaurus 8% bt = =] Show Markup hd RS =
Spelling & e New Track  Balloons Accept ,  ||Compare|| Protect
Grammar & Translate o5 || Comment =4 Changes - (] Reviewing Pane 22 - Document
Praofing Comments Tracking Changes Protect

o
Fﬁ
® |}

Click on the correct spelling.

Click the CHANGE button.

Word Basics

I’'m taking classes to emprove

hese skills

5!

Spelling and Grammar: English (United States)

Not in Dictionary;

Pagei1ofl | Words:31 | & |

24

&d‘

I'm taking classes to emprovelthese skills.. = Ianare Onice

Ignore All

Add to Dictionary

Suggestions:
-
improved
impraves Change Al I

AutoCorrect
Check grammar
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38. Look at the green periods. N ERET: o Docemend - Mirosh Word il = el
Home Insert Page Layout References Mailings Review View (7]
. A ,;;Re.:emh 5] ay ) ) o E]
Is this a mistake? {3, Smesaurs B —" I N ceors |5
= bl B R R R g e
39. Clickon the correct grammar I’'m taking classes to improve these skills.. 8
punCtuatlon mark Spelling and Grammar: English (United States) [ =<=)
3 . I’mtak(nLc\assestu improve these skills.. o Ignore Once.
Word has two suggestions: ... ¢ ? G
(an ellipses) or . (a period). J
What is an ellipsis used for? n—
Check grammar
. Page: 1 of 1 Words:mj- — — |
40. Click the CHANGE button. =

41. Microsoft Word cannot find all of the mistakes. There are 2 more mistakes in this paragraph. Can
you find them both and correct the mistakes?

My name is Azeb.
I want to learn more about computers so | can do warehouse work
Want to be able to type faster.

I'm taking classes to improve these skills.

e There is no period at the
/ end of the second sentence.

My name is Azeb. e The third sentence is
/ missing the subject; It

| want to learn more about computers so | can do warehouse work should read: ‘1 want’.

Want to be able to type faster. e Look at the corrected

version below.
I'm taking classes to improve these skills.

My name is Azeb.
| want to learn more about computers so | can do warehouse work.
| want to be able to type faster.

I’'m taking classes to improve these skills.

42. Save this document by Clicking on the Save button on the Quick Access Toolbar.

Word Basics 25 Rev 3.2010



43. Have a teacher check your work.
The teacher will sign in the box.

44, Open a new Word Document.

45. Type 6-10 sentences about yourself.

46. Use the Spell Check feature to correct any mistakes.

47. Save it to your named folder: FirstnameLastinitial Myself.

48. Have a teacher check your work.
The teacher will sign in the box.

Vocabulary

Below are the definitions of some of the words found in this exercise. They were taken from the
Longman Dictionary of American English. Be aware that the definitions cited may not be the only
meaning.

Dash A mark (—) used in writing to separate parts of a sentence.
Ellipsis | The sign (...) used in writing to show that some words have deliberately been left out of a
sentence.

This work was created by Neighborhood House.This work is licensed under a Creative Commons Attribution-Noncommercial-Share Alike 3.0
License. You are free to copy, distribute, transmit, and adapt this work provided that this use is of a nhon-commercial nature, that any
subsequent adaptations of the work are placed under a similar license, and that appropriate attribution is provided where possible.
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Microsoft Word: Exercise 5

Cutting and Pasting Internet Images
Internet Skills

Images on the Internet are put there by someone who has the picture or drawing on his or her own
computer. They own the rights to the image. If we use that image, we are only borrowing it. We
cannot use the image in order to make money for ourselves, because of the Copyright Law that says
that only the person who owns the image is allowed to do that. Some images on the Internet are
protected so that we cannot download a copy of them.

You are going to create a document called “My Favorite Things”, using images from the Internet. We
are not planning to make any money; we are only going to use it in class, so it is all right to copy the
image.

© ©®© N o g b~ w

11.

Open Microsoft Word. This will automatically open a new blank document.

Type the words My Favorite Things. Remember to capitalize the first letter of each word
because this is the title of your document.

Press the Enter key twice.

Highlight the Title of the document.

In the Font toolbox, Click on the Bold button.

In the Paragraph toolbox, Click on the Center Align button.

Click below the title so that the blinking cursor is to the left of the screen.
Type the words “My favorite animal is”

Complete the sentence with whatever your favorite animal is.

Save the document in your named folder as: Firstnamelastinitial Favorites. It should look
something like the illustration below.

AN HY- U AEYO&)- Document 2 - Microsoft Word (= ]
R, -
— | Home Tnsert Page Layout References Mailings Review View (7]
B Calibr Bocy) S A A [E = = =B Ay | Frmer
=] i AaBbCcDc | AaBbCcDe AaBbCi 5 & Replace
Paste B 7 U -abe x, X* Aav||%~ A~ A === = 2=l i f Normal | 1Mo Spaci.. Headingl - Change
e u A-Al8 E[=-| i P 91 = Shless || g Select -
Clipboa... & Font & Paragraph ] Styles ) Editing

SRR R SRR RN SNCHN RN SN RNCIE SN SRS SRNN SRR SR A A

My-Favorite-Things1l
1

My'favorite-animal-is-a-giraﬁe.h

Page:1ofl | Words:d < English (United States) [EEEERrT e U Gl

Press the Enter key after the end of your sentence. (Sentences begin with a capital and end with a
period. There is also a space between each word.)

Word Basics 27 Rev 3.2010




12.  Minimize your document.

13. Open Microsoft Explorer. What is a Search Engine?

14. What are some examples?

Search engines can help you find useful information. Usually, the information you find on the internet
IS text. Text means letters, words, and sentences. Search engines can also help you find images, audio,

and video.

Google, Bing, Yahoo, and Ask.com are all examples of search engines. There are many others.

15. Go to www.google.com.

@ Google - Windows Intemet Explorer provided by Comeast

@U ~ [ ] http:t/www google.com/

16. Locate the Google Links.

File Edit View Favorites Tools Help

woak [E Google

17. Click on the link called IMAGES.

Web Images Wideos Maps News Shopping Grnail mare

Google

kbagneskiNH@gmail.com | iGoogle | Settings v | Sign ot

&

Afaster way to browse the web

e
Install Google Chrome

#dvanoed Search
Language Tools

Google Search | I'm Feeling Lucky ‘

21. You will see many pictures
of giraffes.

Under each picture is the
title of the picture, the size,
and the webpage where
the picture is located.

22. Click on one of the \
pictures.

23. This is the website that put
this picture on the Internet.

Remember everything on
the internet was put there
by some person who has
the information on his or
her computer.

18. Click in the search box.

19. Type the word for your favorite animal.
This example is “giraffe”.

20. Pressthe ENTER key.

Scroll down. Can you find
the picture in the webpage?

Word Basics

@ giraffe - Google Search - Windows Internet Explorer provided by Comcast | E)
@U v l"l http://www.google.com/images?hl=en& =imghp&q=giraffeSgbv=2&aq=08& v|‘1| X ‘ ‘ Comcast Search o |
File Edit View Favorites Tools Help
P aTaFN MsN.com |@!Yahoo! ... |7 Netfiix ,?LJWindows...ifl giraff... * ’7‘ o v o v [} Page v & Tools v
Web Images Videos Maps News Shopping Gmail more v kbagneskiNH@gmail.com | Settings v | Sign out *
|
GO L )gle g"affe Search SafeSearch moderaie;y ‘
About 2,550,000 results (0.08 seconds) Advanced search

2 | Everything
' Images

¥ More

Any size

1

Related searches: cartoon giraffe animated giraffe funny giraffe giraffe wallpaper fat giraffe

Larger than.. !
Exactly... Giraffe Giraffe vs plane
681 x 1022 - 292k - jpg 470 x 353 - 153k - jpg 512 x 768 - k - jpg
Any type veeriku tartu.ee scienceblogs.com animalpictures1.com
Face Find similar images Find similar images Find similar images
Photo
Clip art
Line drawing
Any color
Full color
Black and white
EOOEEN = -
EOO0DEE {Siraﬁe Statues e Qaby Giraffe, Baby Giraffe
274 x 350 - 22k - jpg 790 x 557 - 119k - jpg 500 x 377 - 145k - jpg
statue.com mahou.wordpress.com animalpictures1.com
Find similar images Find similar images Find similar images £
Done € Intemnet | Protected Mode: Off ®100% ~
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http://www.google.com/

24 Scroll up Next to a Sma” Copy Of & Google Image Result for http: iku.tartu.ce/~ppensa/giratieLjpg - Windows Internet Explorer provided by Comcast (= [ |

H H - G [ goog = hitp:, ik tartu.ce/~ppensa/giaf v | 47 | x || Comeast Searcn £ -
the picture, Click on See fullgize = : : —
. ! T —" S ———
|mage & ‘%H\l MSN.com | Yahoo! . ‘DNaﬂix | --Wmdows”“-‘lﬁoogl x ‘7| %o B v ® v [Page v (3Took v
> giraffe Back to image results

See full size image
356 = 504 - 30k - jpg - www.veeriku.tartu.ee/~ppensa/giraffe1.jpg

b Image may be subject to copyright.

4 o A . eel [ ion |
J\#§ Below is the image at- www.veeriku tartu ee/_/animal_adaptation html Remove frame [X]

25. Now you see only the image. Right-click
on the picture.

26. Select COPY.

Now the picture is in the
memory of the computer.

Save Picture As...

E-mail Picture...

Print Picture...
Go to My Pictures
Set as Background

Copy

Add to Favorites...

Properties

27. Don’t close the Internet browser, but Maximize Microsoft Word, using the buttons on the
Taskbar at the bottom of your screen.

28. Your blinking cursor should be below your sentence. Right-click in the Word document.

29. Select PASTE. You will see the picture in the Word document.

30. Click on the picture. Put the cursor over the small white circle alisagirafie
on the corner of the picture. ' 7

/

31.  When the cursor looks like this, Click and Drag to change the _—
size of the picture. If you hold down the Shift key at the same
time you drag, it will change the size proportionally. You want
the end result to be about the size of a postage stamp.

32.  When your blinking cursor is at the bottom right corner of your image, Click on the Reference
tab. We are going to add a caption to each image we copy.

33. Inthe Captions toolbox, Locate the Insert Caption button. Click on it. This will open a dialog
box.
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34. You will see the blinking cursor next to the words Caption P [
“Figure 1” in the Caption field. Add a space by Caption:
Pressing the space bar once. [Figure 1 |
Options
35. Type the name of the animal again. Label:  |Figure -]

Position: |Below selected item

36. Click the OK button. The words have been added next

[ Exclude label from caption

to your photo in blue.
[&utoCapt’on... l [ CK l [ Cancel ]

37. Press the Enter key twice.
38. Type the following: “In my native country there are lots of plants. One of my favorites is”

39. Complete the sentence and Press the Enter key once.

40. Minimize the Word document.
'“ == I-?Ihl

41. You should be looking at the internet screen and your
favorite animal. Use the Back button to go back one

& http:/fwww.veeriku tartu.ee/~ppensa/g

C | &) http: ik
screen. @\J * | @ http:/fwww.veeriku.tart
e — — m—
42. Above the small image of your favorite animal, Find — [‘°°' e e
H H H H H gler giraffe Search images
the Search Box. Click in it and Highlight the name of Googler et e Se0ch ot
H See full size image
your anlmal \ 356 = 504 - 30k - jpg - www veeriku tartu_ee/~ppensa/giraffe1_jpg

43. There is no need to delete this word, just begin Typing ———] [
the word for your favorite Plant.

Google" FEE
44. Press the Enter key or Click the Search Images
button.

4 See full size image

ir Fr T

45. Select an image that you like — remember there is more than one page to view.

46. Copy and paste that image into your Word document. Use the Taskbar buttons to bring up the
Word document on your screen.

47. Resize the image.

48. You should still be on the Reference tab. In the Captions toolbox, Click the Insert Caption
button.
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49. The dialog box should now say “Figure 2” in the [ Caption S |

Caption field. Add a space by Pressing the space bar —
once. Figure 2 Tiffany Blue Rose| |
Options
50. Type the name of the plant. Label: |Figure ]
51. Click the OK button. The words have been added next | [7] Exclude label from caption
to your photo in blue. New Label... Numbering...
|&ub3Capﬁon... | [ Ok ] | Cancel |

52. Press the Enter key twice.
53. Write 2 sentences about your favorite food.

54. Find an image of it and Copy it into the Word document. Remember to space your document like
you did previously.

55. Add a caption to this image as well. Look at the previous steps if you need help remembering how
to do it.

56. Press the Enter key twice
57. Write a sentence about any other favorite thing and Find an image for the document.
58. Add the caption.

59. Save the document.

It has already been named, so you only have to click the SAVE button on the Quick Access
Toolbar. When you click the button, move the cursor right away. When the button bounces back,
your document has been saved.

60. Spell check your document. Correct any errors and Save it again.

61. Print your document or Show a teacher on your
computer screen. The teacher will sign in this
box.

This work was created by Neighborhood House.

This work is licensed under a Creative Commons Attribution-Noncommercial-Share Alike 3.0 License. You are free to copy,
distribute, transmit, and adapt this work provided that this use is of a non-commercial nature, that any subsequent adaptations of
the work are placed under a similar license, and that appropriate attribution is provided where possible.
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Microsoft Word: Exercise 6

Corrections to a Letter

1. Open Microsoft Word.

This is Jane Doe. Jane is going on vacation.
She wrote a letter to her teacher about her vacation.
The letter has many spelling and grammar mistakes.

To start, follow the step-by-step instructions.

In this exercise, you will download a copy of Jane’s letter
from the Neighborhood House Network. You will then
save the copy to your named folder. You will correct the
spelling and grammar mistakes and format the letter to
make it look better.

2.  Click on the Office Button in the upper left hand corner. Or use the button on the Quick Access

Toolbar.

3. Click on OPEN.

4.  Make sure that MY DOCUMENTS is highlighted on the left.

—
Open | I |r5__(|

Look in: | =] My/ocuments v | @ O X iE-
bTrusted () Agh Errars CaraceliF =
Templates ) fan Favorites (C)avacel Rojas =
5 My Recent hahia Caracely H =
DS Abdi M (Al Flores =
@ Desktop 1) Abdikadir H Chargelia =
)abel G Charletha M =
T My o =
= Documents Shacela P (Chasl Dayur l,;
Mi ) Adnan [Chéwan Mohammad =]
C) C;‘lmputer ) Adriana Calderon [CT)Baldomero 5 uz
%MY N ) aida H [CT)Beidemariam R l,;
Flaces ) Alberto & (CT)Benmyi =
I2) Alberto Daminguez P [CD)Bernadina L =
) Alejandra O [C)Betnarding G =
I5) Ali Farah [CiBistat A& =
15 ali vasmin ChBlav =
mina long thao =
Amina 5 blong th =
Chanac [C)Bluetanth Exchange Folder =
(Chandrea o [ChErenda & =
< ' >

File name: ‘ v |

Files of bype: ‘AII ‘Ward Documents v |
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5.  Use the scroll bar at the bottom to

locate a file folder called Lookin (L} My Decuments vl @-a Xxma-
. I Trusted [E)blong thao [ COMPUITERS & LITERACY
CO m p ute rS & L | te ra,cy (It IS = Templates IC)Blustooth Exchange Folder () Consuelo Delgado
. . . . . [ My Recent | ) Brenda A [D)cynthia T
h h I h d h I I I pocuments
ighlighted in the illustration). S Sooen
(& Desktop ICCait Thomas [C)Darlene
. . — | |3)Caline Bun C)Dary H
6. Double-click on it to open the 1[0 | St T
T— Carlos Delois B
fo I d er. C ] E'é’mputsr (C)Carlos & () Duula Ahmed
. I Carmels Rikke (C)Edith ¥
9 :Z[N;twmk I Carmenza L [Zhedmes
I Celesting L CIERT
| IChchanH [C)Eladia T
Chchar P ()Elery R
[ Christian & C)EkaG
I Christian Santana [C)Eman ¥
[Chciro dominguez [C)Ernesta P
IChComputer Class C)Ermesta R
< | >
File name: | v ‘
Files of type: |A\I word Dacuments v ‘
3 T

7.  The file we are looking for in for our Microsoft _

Word class. Open the Microsoft Word Folder )
by Double_clicking on It Lok in: |B COMPUTERS%LITERACY
|| o Trusted (CoMicrosoft Excel;
8. Within the file folder locate the file called hﬁ'a%‘t_ gwcroso:t PaverPart
o, . . . . = BCEnN i
“Jane Doe Letter” (it is highlighted in the B pocumerts @:;;?folﬁz;n Dace
illustration below). Double-click to open it. (& Deskiop
: . . = [
If you get a dialog box that gives you the option _ rf’;‘”me”“
to “Open as Read Only”, Click the OK # Computer
button. &g Iy Network
9. The Computers & Literacy folder us a _
“Shared Folder”; therefore, we need to save a
copy of the the file/document we just opened in Lockin: | () Microsoft word
your named folder so that you can work on it [y Trusted 0] Formatting Practice
individual Iy Templates I Jane Doe Letker
. . . . gMy Recent 1y name is Azeh
This process is like taking a piece of paper to DocumeEnts | 1os)uH M5 word Workshest 2
a copy machine and making a copy for (B Deskiop
ourself. My
y EiDcu:l.lrmants
— My
:J Computer
oy My Metwork
HPI:ce.: o
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10.

11.

12.

13.

14.

15.

16.
17.
18.
19.
20.
21.
22,

23.

Since we have opened the document, we TG

have already put the original onto the savem | Kan agneds ] v @-a
copier glass. However, we cannot just Sfensinss | Srasn ot e sy
press a button to make the copy. We b @j?;‘ifgl"f;f?“s
- - eskkor Bk ae Weekly schedule
need to make sure it gets to the right slot i;y“" Eﬂh"d
in the copier before we ‘press the e T v econ
, 9 Cg’mputgr i:i]NHDMS waord Worksheet 2 - Spell Check Story
button’. Ll e
. E1]H Computer Basics Wsht 1
To do that, Use the Office button and Ehmout worsecs
@_]NH M3 Word Exercise &
SeIeCt Save AS 1| H M5 Word Exercise 7
. K M5 word Workshest 2
Find your named folder and Double- e stucont Oconary
CIle tO Open |t File name: Kaek Jane Doe Letter
Save as tWPe! | word Document

Look at the “Save in” field at the top of the dialog box: Is there a little folder with your name
after it? If not, ask a teacher for assistance.

In the “File name’ field, Use the naming convention below:
FirstnameLastinitial Jane Doe Letter

Click the SAVE button. Now you have made the copy. Is the new name of the document in the
Title bar at the top of the screen? If it is, you have made the copy successfully.

Remember from Exercise 4, red lines mean that a word is misspelled or that the computer does
not know the word. Green lines mean that there might be a grammar mistake. These lines are
only there to help you when you are typing. They will not be on the paper when you print your
document.

Let’s change how the letter looks. This is called formatting.
Highlight Jane’s name and address. Change the font to Arial.

Change the font size to 14. Make it Bold.

Click on the align center button to move the address to the center of the page.

Highlight the date. Click on the align right button.

Click in front of “dear Leslie”.
Press the ENTER key. This moves the words down.

Use the ENTER key to make spaces between the lines as shown below:
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24,
25.
26.

27.
28.
29.

30.

31.

Jane Doe
1234 Green 5t.
St. Paul, MN 55101
Ivlarch 28, 2001
Leslie Gardner
Funsional Work Englesh Instractor

1600 Tnpvercityy dove.
St. Pual MN 33101

dear Leslie:

[ arn wrting to let o kno that [wall not be dble to to attend classes depimg the fargt full
week of may. T willbe vesting my farwaly in Bagles, Texas for the Cineo de Maym
featival [ will miss clages on Dlay 3, 4% 5% and 6th. [ hope that this will not be a
probelem, Iwillbe getting copies of what I have missed from another student, Ishaneal

Baheras T belewdye that I willbe able to catch up kwickly. thand wou very ronch and have
agreat Cinco de Ilayo.

Sincerely,

Jane Dioe

Highlight the text from the date to the end of the letter. Change the font to Arial 12 pt.
Highlight the words May 3", 4™ 5™ and 6". Underline them.

Move the cursor to the beginning of the document. Click on the Review tab.

4

Spelling &

In the Proofing toolbox, click on the Spelling and Grammar button. Gremmat

For each mistake, Click either CHANGE or IGNORE. Finish the Spelling and Grammar check.

After you finish the spell check, look for other words in the letter that might be spelled wrong.
Do you see the word vesting? This word is not correct. It should be visiting. Spell check did not
mark this mistake because this is an English word, but it is not correct in this sentence. Please
Change it.

Highlight the word Sincerely at the bottom of the letter.

Thesaurus

On the Review tab in the Proofing toolbox, click on the Thesaurus button.
A Thesaurus is a book, like a dictionary. A Thesaurus helps you find words that mean the same
thing or similar to the word you have highlighted. Microsoft Word can help you find similar
words. If this feature is turned on, you will see a separate window (titled Research) appear on the
right side of your screen, showing you other choices for the word sincerely.
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32. Choose a new word to replace “Sincerely.”
Click the drop down arrow next to the word you have chosen.

33. Click on INSERT. Close the Research window.

34. Click on the Print Preview button in the Quick Access Toolbar.

C

el

You can see what the letter will look like when it is printed on paper.

Your document should look like the one below.

Research X
Search for:

Sincerely =]

Thesaurus: English (United Sta'El

)

= Thesaurus: English
(United States)

= genuinely (adv.)

- Can't find it?

Try one of these alternatives
or see Help for hints on
refining your search.

Other places to search

genuinely

honestly

truthfully =

=
earng = Insert

from| B3 Copy
reallyé‘i Look Up

Search for 'Sincerely’ in:
;-:6*.“" Reference Books
5, All Research Sites

Jane Doe
1234 Green St.
St. Paul, MN 55101

Leslie Gardner

Functional Work English Instructor
1600 University Ave.

St. Paul, MN 55101

Dear Leslie:

Truly,

Jane Doe

March 28, 2007

| am writing to let you know that | will not be able to attend classes during the first full week of
May. | will be visiting my family in Razales, Texas for the Cinco de Mayo festival. | will miss
classes on May 3" 4™ 5™ and 6". | hope that this will not be a problem. | will be getting
copies of what | have missed from another student, Ishmeal Baheras. | believe that | will be
able to catch up quickly. Thank you very much and have a great Cinco de Mayo.

This work was created by Neighborhood House.
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35.Print your document or Show a teacher on
your computer screen. The teacher will sign in
this box.

This work is licensed under a Creative Commons Attribution-Noncommercial-Share Alike 3.0 License. You are free to copy, distribute,
transmit, and adapt this work provided that this use is of a non-commercial nature, that any subsequent adaptations of the work are placed

under a similar license, and that appropriate attribution is provided where possible.
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Microsoft Word: Exercise 7

Formatting Practice
In this exercise you will practice what you have learned so far. You will download a
document from a shared folder. You will highlight each line and follow the direction in
that line.

1. Open Microsoft Word. Use the Shortcut icon on the Desktop.

2. Click on the Office Button in the upper left hand corner, and Click on Open,
OR
Use the OPEN button on the Quick Access Toolbar.

3.  Make sure that MY DOCUMENTS is highlighted on the left in the Open Dialog
Box. It should say “My Documents” in the “Look in:” field.

Look in: ,.'_1| My Diocuments v @ o X (=] j M
o Trusted |21 ARA Errors ) Araceli F =]
Templates 1) A8A Favorites ) Araceli Rojas =
o My Recent I Aabia IS)aracely H =
DERLERES IZ)AbdiM |2 Aral Flores =]
@ Dégkkop |Abdikadir H L) Argelia 0|
I)Abel G I Aretha M =
D qucuments I[)Acela P () Asli Dayur Il
I)Adnan |2y Avyan Mohammad Il
_J rélgmputer |Z)Adriana Calderan |C)Baldomera 5 =]
‘3 My Network IZyAida H |Z)Beidemariam R =
Flaces I Alberto & |Z)Bennyt =
|Z)Alberto Dominguez P |Z)Bernadina L =]
|Z)Alejandra O |C)Bernarding G =
IZ)Al Farah |Z)Bisrak A =]
I &l yasmin I)Blay =)
ILAmina 5 I)blong thao 0|
[)AnaG |)Bluetooth Exchange Folder =
I[)Andrea O [)Brenda A Il

¥

4

File name:

Files of type: | sikword Dacuments

Taols - Cancel

4. Use the Scroll Bar or Arrow at the bottom of the file folders to locate a folder called
Computers & Literacy. Note: itis written in all capital letters/uppercase.

5.  Double-click to open the shared folder called Computers & Literacy.

6. Double-click to open the Microsoft Word folder.
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7. Inside Computers &
Literacy there are other
folders. The file we want

Open |Elg‘

is in the Mircosoft Word—| @ow

folder. Double-click on
it.

8. Double-click on the file

named FORMATTING —

PRACTICE.

9. Now you have opened the
document. Since many
people will be working on
this document, you need
to save it into Your
Named Folder before you
can begin working on it.

10. To save the document to
Your Named Folder use

11.

12.

the Office Button and
Click on Save As.

Make sure “My
Documents is highlighted
like the illustration, and
Find your named folder.
Double-click on it.

Rename the document:
FirstnameLastinitial

Formatting Practice.c
Click the Save button.

Word Basics

aw
Documents
s
Computer

.‘3 Iy Metwork
Flaces

3, My Recent
JEETE g

Lookin: |E COMPUTERS & LITERACY vl @~ X i E-
o Trusted IEMicrosol Ft Exccel
Templates

IEMicrosoft PowerPoint

IC)5kafF Folders and Dacs

File: name: ‘

S

Files of bype: ‘AH Files

“

Tooks 7

\Look in: | [5) Microsoft Word

4

@ Trusted - D,:l Formatking Practice
Templates i1 1ane Doe Letter

(75, My Recent @My name is Azeb
Documents

@’ Desktop

a
Documents

Computer

[ Litd Metwark

i H M3 word Worksheet 2

Do you remember how to save a document
from one folder into another?

Save in: |D My Documents Vl @ -8 | X cuE-
ETrusted IC)Hodan Hashi [CJoseH
Templates | |5 Homera Rodriguez DIoseL
BMY Recent | |[Z3)Human Biolagy () Juan Carlos Reyes
Coctiey t= | | Hussein G (L) Juan Hernandez
(&) Deskiop 1) Imelda v ChKadra 1
1) Isidro & (WK ae Bagneski
My
@D DDDDDD e |5 Istarlin Yusuf [C)Kaving Her
" 1) Jamila A [C)ka Nay Oo
C ) Cg'mputer I Jamila s [C)Laila de Cliveira silva
My Ntwork @.Jarmla Sugule @Lau.ra Perez
HPIacss =) jamilo [EiLeninL
I3 JennE [Shlorena
12 3enny 1 [E)Lucia Ruiz G
12 Jewara Hussein [lucia T
1) Jarge © (CLuis R
D) Jorge G [CMahamud &
1) Jorge 3 [Chmahamud mahamed abdi
D) Jose G ([C)Mana &
<
Flepame:  |Formatting Fractice v
Save as bype! |Wﬂrd Document v |
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13. Now Follow the
directions on the
document you have just
saved. For example,
highlight line number 1
and make it bold.

14. When you have finished
with all 13 lines, Save the
file again to save your
changes.

Formatting-Practice -+ Exercise-7

|'|

1.+ Bold this-line-of-text."

2.-+ Underlinethis-line-of-text.q

3.- Alignthis-ine-on-the-right-side-ofthe-page.q
4.~ Change-this-line-to-italics.1]

5.-+ Change-this-lineto-24-pt.1|

6.- Cutthisline-and-paste-it-at-the-end-ofthe-list.q]

15. Ask a teacher to check your
work. The teacher will sign in
the box.

This work was created by Neighborhood House.

This work is licensed under a Creative Commons Attribution-Noncommercial-Share Alike 3.0 License. You are free to copy, distribute,
transmit, and adapt this work provided that this use is of a non-commercial nature, that any subsequent adaptations of the work are placed
under a similar license, and that appropriate attribution is provided where possible.
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Microsoft Word: Exercise 8

Tables and Rulers

Your boss needs a schedule of your classes and other activities so that she can decide
who should work each shift. In this exercise, you will learn how to make a table with
many boxes. You will type your weekly activities in this table.

Sunday Monday Tuesday Wednesday | Thursday | Friday Saturday

To start, follow the step-by-step instructions.

1. Open Microsoft Word.

2. Click on the View tab of the Menu Bar on the Ribbon.

The Print Layout button should be highlighted in the Document View toolbox. That is the
“view” on the screen.

What is the third toolbox on the View tab?

What is the second toolbox on the View tab?

o
L/, Home Insert Page Layout References Mailings Review View Design Layout

J ﬂ E |:| Document Map Cg /) One Page —|i1| E |_UV|ewS|deny5|de | E? e
ridlines Two Pages o =

Thumbnails _1_: Synchronous Scrolling
Print |Full Screen Web  Outline  Draft Zoom 100% X Mew  Arrange Split - » Switch Macros
layout| Reading Layout Message Bar =] Page Width Window Al 14 Reset Window Position | Windows ~ -

Document Views Show/Hide Zoom Window Macros

3. For this exercise we want the ruler to show up on our screen. In the Show/Hide toolbox, Click
the box next to Ruler.

Notice rulers appear just below the ribbon and on the far left side of the screen. For the exercise
we will concentrate on the ruler just below the ribbon.

The white space on the ruler shows you the typing area of the document.

What does the blue space represent?

4. Next Click on the Insert tab. The toolboxes shown in the illustration below are: Pages, Tables,
Ilustrations, Links, and Header & Footer.
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What are the other two toolboxes?

y Home

8§ )=

Cover Elank Page Table
Page~ Page Break -

Tables

Insert

Pages

Page Layout

References Mailings Review

L2l @ 2

Picture Clip Shapes SmartArt Chart

Art i
MMustrations

Hyperlink Bookmark Cross-reference | Header Footer

View

EERENE

Page
Mumber =

Header & Footer

- -

Links

5. Inthe Tables toolbox, Click on TABLE.

8. Then Click the OK button.

6. The drop down menuon —— B
i (] the left will appear. In ’//_\\
< B the illustration seven Table size N
0 columns across and two < Number of columns: i :

OOO00O0000000 rows are highlighted. et Ea e H

OOOO0O0O0O0nn Thl§ IS one way of

OOOO000O0000 adding a table to a e .

D document. e e

I _ _ e

73| sert Table., 4— Click where it says ) AutoFit to window

i INSERT TABLE. A

74 DrawTable The dialog box on the ["] Remember dimensions for new tables

= left will appear. [ ok | [ concel

'-EI Excel Spreadsheet

| Quick Tables b 7. Change the number of —————

columns in the dialog
box to match the

illustration: 7

The table will appear in the document. Each table is made up of individual blocks called cells.
The ribbon should also have changed, Adding a detail Tab called Table Tools about Design and

Layout.

9. Highlight the top row of cells. Click in the first cell and Drag to the last cell.

o at o o o at = at
o o faf o faf faf

10. We want to be viewing the Design options. The Design tab should be highlighted.
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11. Click on the drop down arrow next to the word SHADING. {%m

12. Click on a light gray box. The highlighted boxes will turn Theme Colors
that shade. H EEEEN

13. Highlight only the bottom row of the table.
The Design option should still be visible.

If not, repeat step 9. ‘l I I I I I I I I I

14. This time Click on a different color. Standard Colors
HNE EEEENR

Mo Color

15 More Colors...

15. Move the Cursor over the bottom line until it looks like this: +

+*

16. Look at the ruler at the top, notice the markings where each column line is located. Look at the
ruler on the left; the markings are similar. Each column is slightly less than an inch wide.

The first row is approximately how tall?

17. Click and Drag down until the bottom row is approximately 1 inch. The illustration below is
slightly larger than 1 inch.

lz‘ 1 0w E L 2 . . w3

j 1

18. Type Monday in the top left box.

19. Press the TAB key to move to the next box.
20. Type the other days of the week.

21. Type your work schedule in the bottom row. It can be what you really do every day or you can
make it up. You should have at least one thing in each of the cells.

22. Move the cursor over the table until you see a box with arrows in the top left corner.
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MondayH TuesdayH Wednesdayx | Thur:

/ 9:00—12:009] | 9:00—5:009 9:00—12:009] | 9:00-
Office-worky] Office:Workx | Office-work9] Office
1:00—1:459 1:00—1:459
Class-Prepf] Class-Prepf]
1:45-2:459] 1:45-2:459]
Teach-Classi Teach-Classi
q

23. Move the cursor over the box until it
also looks like four arrows. — EE»

T Monday Tuesday
2:00-5:00 | S:00-2:00
wotlt 1n teach

e G P

24,

25.

26.
27.
28.
29.
30.
31.

Click and drag down until you see the dotted outline.
When you let go, the table should have moved down on the page.

Mondayx Tuesdayxd Wednesdaysd | Thursdayx
9:00—12:009 | 9:00—5:00] 9:00—12:009] | 9:00—5:009
Office-worky Office:-Works | Office-work"] Office-Workx
1:00—1:459] 1:00—1:459

Class-Prepf] Class-Prepf]

1:45-2:459 1:45-2:459

Teach-ClassH Teach-Classx

N
1

Click above the table to put the cursor there.

Click on the CENTER alignment button.

Type the words WEEKLY SCHEDULE above the table.

Change the font name and font size to something you like.

Spell check the document.

Save the document in your named folder: firstnamelastinitial Weekly Schedule

Ask a teacher to check your work. The
teacher will sign in the box.

This work was created by Neighborhood House.

This work is licensed under a Creative Commons Attribution-Noncommercial-Share Alike 3.0 License. You are free to copy, distribute,
transmit, and adapt this work provided that this use is of a non-commercial nature, that any subsequent adaptations of the work are placed
under a similar license, and that appropriate attribution is provided where possible.
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Microsoft Word: Exercise 9

Using Columns and Indentation

@ Fo

Mew

1. Open a New Microsoft Word document. This may just
involve opening Word. If not, Use the Office Button to
open a New document.

W (L,

7 Open

2. On the Home tab in the Paragraph toolbox, turn on the
paragraph tool by Clicking the Paragraph Button.

Remember, paragraph marks, tabs, space dots, etc. will | qT |
not print out on paper; they are just there to help you
see what you are doing as you work on a document.

3. Click on the Right Align button on in the Paragraph
toolbox.

4. Type today’s date.
5. Press the ENTER button three times.

6. In the Style toolbox, Click the Button that says “No Spacing”.
7. Click on the Center Align button in the Paragraph toolbox.

Eh,, H9-08 )+ Document8 - Microsoft Word - 7 X
i),

| Home | nsent Pagelayout  Referances Mailings  Review  View (2]

B Calibri (Body} -l - A AT E =
+

= | [=EE| (A . @4 Find ~
= = 5|4 0T AaBbCeDc|| AaBbccdc AaBbCi AaBbCc Af_l]j daBbCe. )%A\ _Replace
fae
& . " Ax~|[7 - A -|||[= = Sl P i N g g _ Change
F Format painter || B 4 O abe X, X Aa A= |3=-| - = Mormal | TMoSpaci.. Headingl —Heading2 Title Subtitle - St | Iy select~

g
L

{nea

-

C-

N

| ISl

April1,-20039

Word Basics 45 Rev 3.2010




8. Type the words “Chocolate Chip Cookies”. See the title is aligned in the
center of the page.

9. Press the ENTER key twice.

10. Click the Left Align button in the Paragraph toolbox.

11. Type the list of ingredients below.

2 cup Lard

2 cup Butter

22 cups All Purpose Unbleached Flour
3% cup White Sugar

3% cup Packed Brown Sugar

2 Eggs

1 tsp. Vanilla

2 tsp. Baking Soda

3% Bag of Milk Chocolate Chips

12. Press the ENTER key two times.

13. Type the directions below:

Directions: Mix the Lard and Butter until creamy. Mix in some of the
flour (about half), the brown sugar, white sugar, eggs, vanilla, and
baking soda. Stir until ingredients are thoroughly mixed, then blend in
the remaining flour. Add chocolate chips and stir. Drop by spoonfuls
onto an ungreased baking sheet. Bake at 375 degrees for 8-10 minutes,
then enjoy!

14. Highlight just the ingredients.

15. Click on the Page Layout tab.

- Home Insert Page Layout References Mailings Review View Design Layout

—_— =l ) ==
A n Colors ~ By W=, Breaks ~ Indent Spadin =
J j Ij J '-j j E j = = E X L=
Fonts ~ " £ Line Numbers ~ = Left 0 3| }= Before: 0pt s 4 -

Themes Margins Orientation Size Columns a ) ‘Watermark Page Page . P Align
- |I|Effects' b3 L3 b3 L3 be” Hyphenation = L3 Color~ Borders | == Right: 0 - || 4= After: |0 pt -

Themes Page Setup T Page Background Paragraph L} Arrange

What are the five toolboxes on this ribbon? They are hard to read in the
illustration above. Look at your computer screen for help.

Word Basics 46 Rev 3.2010



sert Page Layout References Mailings Rey
. Lyy - »= Breaks =
16. In the Page Setup toolbox, Click on Ee I | R ——
- ° z =] Line Numbers =
the Columns button. Margins Orientation Size Columns
- - - - be Hyphenation =
Page Setup F]
17. We want two columns for our ingredients. On the drop down menu Select
the word “two”. N\
!'/E-Eé\\ 9 -
—/ Home In Page Layout References Mailings Review View
p— =l
Aa n Caolars = b= Breaks -
Fonts = IJ J £ Line Numbers - j
Themes Margins OrieNgation 5ize |Columns| ) Watermark
- Effects - - - - - b~ Hyphenation = - d
Themes age Sa I Page B3
1 : : - g o | N 1= One 1 : 2I
— \—EJ Two
j] Three
) j:'] Left
;:-EJ Right
- EE  More Columns..,
Now the ingredients should be in two columns and look like this:
N\
April 1, 2003
Chocolate Chip Cgokies
¥ cup Lard 2Eggs
¥ cup Butter 1 tsp. Vanilla
2 % cups All Purpose Unbleached Flour Y tsp. Baking Soda
¥ cup White Sugar % Bag of Milk Chocolate Chips
% cup Packed Brown Sugar
Directions: Mix the Lard and Butter until creamv. Mix in some of the flour (about half),
the brown sugar, white sugar, eggs, vanilla, and baking soda. Stir until ingredients are
thoroughlv mixed, then blend in the remaining flour. Add chocolate chips and stir. Drop
by spoonfuls onto an ungreased baking sheet. Bake at 375 degrees for 8-10 minutes. then
enjov!
Word Basics 47 Rev 3.2010



18. Next Click on the View tab.

o
—/ Home Insert Page Layout = gnces Mailings Review View
= D t M 9 [dJonep 11 View Side by Side
] (8 (@ 5 Ere) premme) @ [J o 51 5 (5 =N
rrlines Thumbnails @Two Pages ] | olling =2
Print |Full Screen Web  Outline Draft - ~ Zoom 100% X New  Arrange Split . N Switch Macros
Layout | Reading Layout essage Ba <l Page Width || window Al 4 ndow Position | windows ~ -
Document Views Show/Hide Zoom Window Macros

What are the toolboxes on this ribbon?

19. In the Show/Side toolbox, Click in the little box in front of the Ruler tool.

e o ———————————————————————————

Directions: Mix the Lard and Butter until creamy. Mix in some of the flour (about half),
the brown sugar, white sugar, eggs, vanilla, and baking soda. Stir until ingredients are
thoroughly mixed, then blend in the remaining flour. Add chocolate chips and stir. Drop
by spoonfuls onto an ungreased baking sheet. Bake at 375 degrees for 8-10 minutes, then
enjoy!

20. See the ruler at the top and on the left side of the screen? Only the the top
one if visible in the illustation above. The white ruler is the width of the
working ara of the document. The blue ruler on each side represent the

margins.
Notice the little triangle at the far left? It is called \ ﬁ
the Right Indent marker.

1
On the left See the two little triangles and the > |
rectangle? They are probably on top of one another. :
The upper traingle is called the First Line Indent
marker.
The bottom triangle is called the Hanging Indent Ly
marker. gii

The rectangle is called the Left Indent marker,
because it moves both the upper and lower triangles
together if you move it across the ruler.

Word Basics 48 Rev 3.2010



21. Next you will indent the paragraph of directions in the recipe. We have
looked at the markers for indenting on the ruler, but what does an indent look
like when applied to text? Let’s Look at the picture below to see what an
indent looks like. There are several different ways to indent text.

NO INDENT:

Baking cookies can be a fun activity for parents to do with their children. Through baking, kids
learn new words such as ingredients and directions. They can learn about measurements and
the dangers of using the stove or oven. And when they are done baking, everyone can enjoy
delicious cookies.

INDEMT FIRST LIME:

—*| Baking cookies can be a fun activity for parents to do with their children. Through
baking, kids learn new words such as ingredients and directions. They canlearn about
measurements and the dangers of using the stove or oven. And when they are done baking,
everyone can enjoy delicious cookies.

INDEMNT ALL BUT THE FIRST LINE OR HAMGING INDENT:
Baking cookies can be a fun activity for parents to do with their children. Through baking, kids
learn new words such asingredients and directions. They canlearn about

measurements and the dangers of using the stove or oven. And when they are done
baking, everyone can enjoy delicious cookies.

INDEMT ALL LINES:
Baking cookies can be a fun activity for parents to do with their children. Through
baking, kids learn new words such as ingredients and directions. They canlearn about

measurements and the dangers of using the stove or oven. And when they are done
baking, everyone can enjoy delicious cookies.

INDENT RIGHT SIDE:

Baking cookies can be a fun activity for parents to do with their children. Through
baking, kids learn new words such as ingredients and directions. They canlearn about
measurements and the dangers of using the stove or oven. And when they are done
baking, everyone can enjoy delicious cookies.

22. Highlight the paragraph of directions.

23. We want to indent just the first line of the paragraph of directions. To do this
Click on the First Line Indent marker (the upper triangle) and Drag it over
until it is over the number 1 on the ruler. This is tricky; take your time.
See how the paragraph changed. /

?’

awu:w II i1 II.II‘\II::

B N T
i

Baking cookies can be afun a
Through baking, kids learn new words such
measurements and the dangers of using the
everyone can enjoy delicious cookies.

Word Basics 49 Rev 3.2010



24. Click the UNDO button.

25. Now Click and Drag the bottom triangle (hanging indent marker) until it is

under the number 1 on the ruler. See how the paragraph changed.

26. Click the UNDO button.

27. Click and Drag the bottom rectangle until it is under the number 1 on the

ruler. See how the paragraph changed.

28. Look at the right side of the ruler for the Right Indent marker. Click and

Drag this triange until it is under the number 5 on the ruler.

29. Finally Click and Drag the top triangle on the left until it is between the

number 1 and number 2 on the ruler.

30. Check your work. Turn off the Paragraph marks. Your document should

look like this.

My H9-06 = Documents - Microsoft Word
n )
= Home | Inset  Pagelayout  References  Mailings  Review  View
=& cut = <A (=) - |[2= 5| (A -
B Times HewRoman <112 - | & &%) 3 =22 E[U[] pobcen [amoca| amvea aaBbe asmbee AaB - A
Paste =  Aa |2 - A -|||[= = e e e . g _ Change
= o Format Painter 'B I U abe X, X' Aav|| 2 |[|1E ||{> s | Emphasis MNormal No Spaci.. Headingl Heading 2 Title ) styies -
Clipboard i Font & Paragraph & Styles e
1 ------ g ------- 1o Z oo 3 oo 4 oo e S e [ S

G

® x

44 Find ~

3¢ Replace

i Select~
Editing

| il

April 1, 2003

Chocolate Chip Cookies

Y5 cup Lard 2 Eggs

Y5 cup Butter 1 tsp. Vanilla

2 % cups All Purpose Unbleached Flour Y2 tsp. Baking Soda
: ¥ cup White Sugar ¥4 Bag of Milk Chocolate Chips
" % cup Packed Brown Sugar

Directions: Mix the Lard and Butter until creamy.
Mix in some of the flour (about half), the brown sugar,
i white sugar, eggs, vanilla, and baking soda. Stir until
- ingredients are thoroughly mixed, then blend in the
) remaining flour. Add chocolate chips and stir. Drop by
spoonfuls onto an ungreased baking sheet. Bake at 375
degrees for 8-10 minutes, then enjoy!

-

Pageilof2  Words:103 | B

72 start €/~ ® | e

31. Highlight the title “Chocolate Chip Cookies”.
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32. Bold and Underline the title.

33. Save this document in your named folder: Firstname Cookies

34. Ask a teacher to check your
work. The teacher will sign in
the box.

This work was created by Neighborhood House.

This work is licensed under a Creative Commons Attribution-Noncommercial-Share Alike 3.0 License. You are free to copy, distribute,
transmit, and adapt this work provided that this use is of a non-commercial nature, that any subsequent adaptations of the work are placed

under a similar license, and that appropriate attribution is provided where possible.
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Microsoft Word: Exercise 10

Bullets and Clip Art

1. Open a new Word Document.

LISTS and BULLETS

2. Pick one of the following groups of animals. Type either of the first two as
written or use the third and create your own list. The list items must rhyme,
they do not have to be animals, but they must be nouns.

Father like these animals:

Bat
Rat
Muskrat

Sister likes
Cats

Gnats
Wombats

I like these things:

3. Highlight the three nouns (ex., cat, gnat, wombat).
In the Paragraph toolbox Click on the BULLET button.

5. Now let’s change how the bullets look. Click on the drop
down arrow to see the menu.

6. Notice that the Circle bullet is highlighted. EFE - wlEED
Move the mouse over the other bullets and

B —
— T
B —

B —
— T
B —

— =

e AaBbCcDc A

Recently Used Bullets

look at the list. As the mouse is moved, the °
bullets in the list change.

7. Click on the picture of the square bullets.

8. Click on the drop down arrow again./-

9. Click on Define New Bullet.... The
Define New Bullet box will appear.

10. Click on the SYMBOL button. The

Symbol box will appear as seen below.

Word Basics
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Bullet Library

& "
!
/1 Document Bullets
) u | ]

<%= Change List Level

None ‘){5\" [ ] O L] *—

Define Mew Bullet...

Define Mew Bullet

Bullet character

Preview

[ ...... Symbol... l | Picture | | Font. |
Alignment:
Left |Z|
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11. Find a symbol you like. To help [ symbol [l
choose, use the scroll bar at the Font: Swmbel [+]
right up and down. Other symbols OlY| | <| /|| fEL o|v|alole T V7
can also be chosen using the Font ola||zIxlc|ole|s|z|=|~]|...| | |— o
drop down menu. Click on any N3 R p|® ST n|upole|c|clele
of the small pictures. The image ZIVi®le™IIV| - |=|a|viclc =
will be highlighted. oL@ ™ | (|3 L]
12. Click on one that you like and then oD AT DD I e e -
Click the OK button. This action re‘e”“:“"“‘“’°'f‘€‘£‘¥‘© o[m[s]2[<[2]+
will take you back to the previous * € Bl R e B .
Symbal: 167 Character code: | 167 from: | Symbol (decimal)
box.
13. In the Define New Bullet Box Click on the Fo =
FONT button. B
14. Change the font size to 16. i —
This will only change the size of the bullet. ok I g:gfm' il
15. Click on the OK button. Click on the OK e
button in the Define New Bullet box. In - e —
your document notice that the bullets are a e o B i
different size and shape. o St men
CLIP ART
16. Place the cursor at the end of the first bullet and Clip Art v x
Press the ENTER key 4 times. Do this also after the Search for:
second line of text. — || loat aninal
earch in:
17. Now you will insert a picture of the first animal. iuwumns ]
We will use Father’s list as an example. In the Results should be:
Word document Place your cursor below the word All medis file types I
\\bat".

18. Click on the INSERT tab.

19. In the Illustration toolbox Click on the CLIP ART
button.

20. Type bat animal in the search box. We added
“animal” to limit the search parameter, because we do
not want pictures of baseball bats.

21. Press Enter or Click on the GO button.
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22. Click on a picture of a bat. The picture will
automatically copy itself into your document where you
placed your cursor.

23. Click on the picture in your Word document. You will

see a box around it.

24. Move the cursor over the corner of the picture until it

looks like an arrow.
25. Move the Mouse to make the picture smaller.

26. Now Click and Drag from the picture to the end of the word bat. The cursor
will look like a do@ line. Look at the example below.

& -+ Gnat"]
& -+ Muskratq

27. Click between the picture and the word Bat. Press the TAB key 2 times.

28. Check your work. It should look like either of the examples below. The first
is with the Paragraph Marker turned on, and the second is with the Paragraph

Marker turned off.

Paste

|

=23 Copy
J Format Painter
Clipboard

1““

Home | Insert  Pagelayout  References  Mailings  Review  View

Calibri Body) -l - AT AT [ (LA [EEl- =

/B £ U -abe x, x' Aa~||2- A-[|A|B|

Font fa

‘V‘e“.f..‘.

Fatherlikesthese-animals:1|

& - GnatYy
& -+ Muskrat]

=3 Copy
Paste

- - Format Painter

Clipboard i

|

Home | Inset  Pagelayout  References  Mailings  Review  View

Calibri [Body) Sl A a5 (Al

|B Z U -abe x, % 4a||®- A-[|A|B

Font

‘Q‘a“‘l‘“"

Father likes these animals:

& Bat

& Gnat
& Muskrat

i
\MII [
T

29. Click below the word “Bat”.
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30. In the Paragraph toolbox Click on the
little arrow next to the BORDER
button on the toolbar for the border

drop down box.

U9 | nabcene | aaBbcene
T THormal | T Ho Spaci..

== ==& &

Paragraph {F]
Bottom Border

Top Border

Left Border
Right Border
Mo Border

All Borders
Cutside Borders

COm

Inside Borders

Inside Horizontal Border

31. Click on the Horizontal Line
button.

Inside Vertical Border

Horizontal Line

Diraw Table

View Gridlines

N
7%
i
i
=

Borders and Shading...

Father-likes-these-animals:q]

& - Gnatl
& + Muskrat¥

32. Save this document in your named folder: firstnamelastinitial Bullets
ASSIGNMENT

33. Repeat the steps you have learned.
Insert pictures for the other two nouns.

34. Insert a line between each picture. When you are finished, all your pictures
should be on one page.

35. When you are done Save and Print one copy.

36. Ask a teacher to check your work.
The teacher will sign in this box

This work was created by Neighborhood House.

This work is licensed under a Creative Commons Attribution-Noncommercial-Share Alike 3.0 License. You are free to copy, distribute,
transmit, and adapt this work provided that this use is of a non-commercial nature, that any subsequent adaptations of the work are placed
under a similar license, and that appropriate attribution is provided where possible.
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Microsoft Word: Exercise 11

Addressing and Labeling for Envelopes

A Page of the Same Labels

1. Open the program MICROSOFT WORD
2. Click on the MAILINGS tab of the menu ribbon.

3. Inthe Create toolbox Click on Labels. The Envelopes and Labels Dialog Box will appear. (Be patient,
it may take a moment.) Make sure the Labels Tab is prominent (showing).

4. Type your address in the large box of the Address Field. (Addresses used in this exercise are fictional.)

Envelopes and Labels @I-Z_hj
Envelopes | Labels
Address: & - Use return address
Sulin Tamu -

123 Short Dark Way
Mikupichu, TU 12N020

Print Label
@ Full page of the same label Avery US Letter, 5260

Single label Easy Peel Mailing Labels - Fill Across

Before printing, insert labels in your printer's manual feeder,

Print | | MNew Document | | Options... | |E-pos§age Properties... |

Cancel

5. Inthe Print Field make sure the Circle next to the words Full page of the same label is Selected.
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6. There are many different sizes and shapes of labels. You
must choose the one you want. Look on the box of labels
or on the sheet of labels for the name and number.

7. Click on the OPTIONS button near the bottom of the
dialog box. The dialog box for Label Options will appear.

Ask your teacher what kind of labels you will be using.
Ask for the name of the vendor (brand name) and the
number of the labels (label number). Write the answers
below.

Vendor: -
Labels 5351 &g
Number:
8. Under Label Information, if not already [ Label Options
there, Use the drop down menu in the orinter mformation
Label Vendor Field to Select the brand ~—_ | © consnuous-feed printers
name of the label company. @ inters ~ Tray: |Default tray ( Automatically Select) E
Label information
9. Inthe Product Number Field, Use the Label vendors: | Avery US Letter =]
scroll bar and the Up and Down arrows number: Label information
to Locate and Select the correct label Ze o, [
number. See the note below. v (O wew 265
5248 Page size: 8.57X 11
I
10. Click the OK button. [ pewis.. | [newtabel.. ] [ oc ][ coneel |

11. Click on the NEW DOCUMENT Note: Check with your teacher to find out what number

button. . ) ; :
labels you will be using for this exercise.
Envelopes and Labels @li-f
Envelopes | Labels
Address: G + [7]Use return address

Sulin Tamu |-
123 Short Dark Way [
Mikupichu TU 12N020

N\'sshu|

Label

Avery US Letter, 5351
Mailing Labels

Before printing, insert labels in your printer's manual feeder.

Print ] [ MNew Document ] [ Options... ] [E-posi_ageproperties‘.. ]

Cancel

A page of labels will appear. All the labels will look the same. If you want to change anything, you can
Click on the text and Type just like a normal Word document.
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i R A N S S
5123-'5hor1-Dairk-\r\.fay"n
Mikupichu-TU-12N0O209]

NisshoH

SulinTamul
123-Short-Dark-Way1|
Mikupichu-TU-12NO204
Nisshol

“123-Short Dark- Waydl

Mikupichu-TU-12NO209|
Nisshor

Sulin-Tamul
123-Short-Dark-Way1|
Mikupichu-TU-12NO20Y
Nisshol

123-Short-Dark-Way1l

Mikupichu-TU-12NO209|
NisshoH

SulinTamul
123-Short-Dark-Way"]
Mikupichu-TU-12NO20Y
NisshoH

12. Save the document to your named folder: firsnamelastinitial Address Labels

13. Ask your teacher to show you how to put the sheet of labels into the printer.

14. Click on Print.
15. Close this document.

16. Ask a teacher to check your work.
The teacher will sign in this box.

Many Different Labels

17. You should have your unnamed blank document still on your desktop. If not, Open Word again, and
Click on the MAILINGS tab of the menu ribbon.

18. In the Create toolbox Click on Labels. The Envelopes and Labels Dialog Box will appear. The

Address Field should be blank: Erase any words in this field.

19. In the Print Field make sure the Circle next to the words Full page of the same label is Selected.

20. Click the OPTIONS button.

21. Under Label Information Select the brand name in the Label Vendors Field if not already there.

22. Also Select the label number in the Product Number Field if not already there.

23. Click the OK button.

24. In the Envelopes and Labels Dialog Box, Click the NEW DOCUMENT button. A blank page of

labels will appear.
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Gh______ = L —
"C9) Home | msert  Pagelayout R Mailings Design  Layout @
& cut . o =i 34 Fina ~
| % s Copy CalibnEad] = *li/ | AzBbCcDe | AaBbCeD« AaBbCi AaBbCe AAB aesice. acsbecn. agsbecde aaBbee: 8 Replace |
42 = R
Paste = Al Sl i _ Change
IR o |B 7 U -ahex x A2 ‘Q -] | THomal | TNoSpaci.. Headingl  Heading 2 Title Subitle | SubtleEm... Emphasis InenseE.. = hange| T
Clipboard (] Font 5 Paragraph o Styles 5| Editing
DEE9 suaAOS? o JTEE - |
T O S SO T R e — e —

) NH Basics cros... | Ty NH Mic

25. Click in the first label and Type your address.

26. Press the TAB key 2 times to move to the next label. Type your friend’s address.

Labels? - Microsoft Word W~ Table Tools I 3
(D Y [
t“y| Home | Insert  Pagelayout  References  Mailings  Review  View Design  Layout

& cut B = = 44 Find -
@ _Qc:m_ EAllLiBach) ~Ju - |l )| (== &=/ 17|  AaBbCeDe| AaBbccDe AaBbCi AaBbCc AAB 4aBbce. aosbceo acsbeen B % ab Rl:;,m
Fastz S ——— |n I u :. abe x, X Ar”g' _.‘ = ‘Qv _v‘ TMormal | TNo Spaci.. Headingl  Heading 2 Title Subtitle  Subtle Em.. Emphasis gg::sg_! T:Selm_
Clipboard n Font i Paragraph n styles 5| Editing
OEH9- 003 A0S ¥ E dV]EE:
@ &\\\\-‘-1‘--|‘-‘1-“\-&-}g‘-I-l‘-“4-“‘\-‘I-S‘-Ialﬂ“s-“\---i‘--l
SulinTamuf Ann-Dhoefl H
123-Short-Dark-Way{l 15-Kalabaras-Road "
Mikupichu-TU-12NO20Y CastleFort-MN-551221
NisshoH USAH
sl H H

Page:1of 2 | Words: 20 | 8 |

27. Type a few more addresses, and Save the document in your named folder:
firstnamelastinitial Many Addresses

28. Close this document.
Envelopes

29. You should have your unnamed blank document still on your desktop. If not, Open Word again, and
Click on the MAILINGS tab of the menu ribbon.

30. In the Create toolbox Click on Envelopes. The Envelopes and Labels Dialog Box will appear. The
Envelopes tab should be prominent (showing).
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Envelopes and Labels @I&J
Envelopes | Labels

Delivery address: & -

[ Add electronic postage
Return address: G~ [] omit

» | Preview Feed

=1

Print ] [ Add to Document ] [ Options... ] [E-post_age Properties. .. ]

Cancel

Verify that an envelope is loaded before printing.

31. Type the name and address of the person to whom you are sending a letter in the Delivery Address
Field.

32. Type your name and address in the field marked Return Address.

33. Click the OPTIONS button. This will open the Envelope Options Dialog Box.

Envelope Options @Iﬂ_hj

E

Pe SIZe:

Size 10 (4 1/8% 9 1/2in) [~]
Delivery address
From left: |Auto
From top: |Auto
Return address
From left: |Auto

From top: |Auto

Preview

[ OK ][ Cancel ]

34. Under Delivery Address Click the FONT button. In this dialog box you can format the delivery
address.

35. Click the OK button.

36. Under Return Address Click the FONT button. In this dialog box you can format the return address.

37. Click on the OK button. And then Click on the OK button for the Envelope Options dialog box.
38. On the Envelopes tab Find the word FEED. The picture beneath the word shows how the envelope
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should be put into the printer.

Envelopes and Labels @Ii_hj

Envelopes | Labels

Delivery address: & -

| .

[ Add electronic postage
Return address: G~ [] omit

» | Preview Feed

Print I I Add to Document I I Options... I IE-post_age Properties. .. I

Cancel

Verify that an envelope is loaded before printing.

39. Try putting the envelope in the printer as the picture shows. Ask your teacher if you are correct.
40. Click the Print button.

41. Check your work. Does the envelope look correct?

42. Ask a teacher to check your work.
The teacher will sign in this box.

43. Close all open Word
documents.

Do the following only if Microsoft Word is a 20 day course.

Write a Letter and Create an Envelope

44. Open the program MICROSOFT WORD

45, Type a letter to a member of your government (Senator, Representative, Mayer, President, etc.). Tell
him or her about a problem you’d like them to fix. Or express your opinion to him or her about
something they have done or are planning to do.

46. Ask a teacher to help you find the address of where to send the letter. He or she can help you find the
address on the Internet.

47. Use what you have learned about envelopes to create an envelope for this letter. When you are done,
DO NOT print.

48. Click the ADD TO DOCUMENT button. You will see your envelope and then the letter. Now every

Word Basics 61 Rev 3.2010



time you want to print this letter you can also print an envelope for it.

49. Save this document in your named folder: firstnamelastinitial government letter

50. Ask a teacher to check your work.
The teacher will sign in this box.

51. Print your envelope and letter.

This work was created by Neighborhood House.

This work is licensed under a Creative Commons Attribution-Noncommercial-Share Alike 3.0 License. You are free to copy, distribute,
transmit, and adapt this work provided that this use is of a non-commercial nature, that any subsequent adaptations of the work are placed
under a similar license, and that appropriate attribution is provided where possible.

Word Basics 62 Rev 3.2010



Microsoft Word: Exercise 12

49. From the Desktop Open Microsoft
Word. (Double-click on the icon) ——_

Then Click on New, because we want
to look for a specific template in

order to create our resume. \

6.

The New Document
dialog box will open. A
Blank Document is
highlighted.

We do not want a new
blank document. We are
looking for a temple for a
resume.

Look on the left side of
the box for the Template
window.

Use the scroll bar to read
down the list until you
find where it says
Resumes or Resumes
and CVs.

Click on the words.

Word Basics

Creating a Resume

You are going to begin looking for a job in the United
States and have learned about job searching on the Internet
through an Internet Skills class.

In order to apply for a job it is helpful to have a resume.
You are going to create one in this exercise using a Word

Template.

[{icrosorD
OFFICEIE

QUiCkTIr=
FlEVer

New Document

2.

Once Word is open,
Click on the Office
button.

A ERCIE R
;‘_J)' Home Insert Pag
&1 #a :"t Calibr
j MNew

?’ Open

R

Templates a ‘ [

[2] ‘ Blank document

Blank and recent

Installed Templates

4 E

Blank document | New blog post

Blank and recent

Recently Used Templates

L)

Functional resume
(Minimalist design}
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7. Microsoft Word will open up that list in

the middle window of the dialog box.

Charts and diagrams ka’ ‘ @ |

Contracts

Resumes and CVs
Envelopes

We are going to look for a simple or Basic resumes
basic template. Click on the words Basic e R
. Farms * e

resumes. Fares Situatior=sp

Inventories

Invitations

8. The middle window will

the display a Iot Of E:::::”‘ag"m = ‘ [ & rﬂi\‘ g:;?gr:‘\;lugical resume (Traditional
H i SEA|EE: Microsoft Corporation
different resume styles e R -

WKLY (21974 Votes)

and types. Some of them o e
are for specific kinds of .

jobs. But we are looking e TR RS
for something for general _—| =
use. e =

9. Click on the one that says
Chronological resume
(Traditional design). On
the right, it will show you
a bigger version of the
resume.

Chronological resume - Functional resume (Blue  Resume (Median theme]  Functi
CV (Blue Line design) Line design)

® =
.

Resume (Oriel theme]  Resume (Equity theme] 30000607

10. We will use this one.
Click on the Download . D
button : ' o >

11. You may get a dialog box asking about
converting the document from Word 2003
to Word 2007. Click the OK button.

12. Since we downloaded a document from
somewhere else that can be considered a
Microsoft shared folder, before we do
anything else, let’s save it to our named
folder.

Named folder: an individual’s folder where that
person’s documents are filed.

Shared folder: a folder where documents are stored
which are to be accessed/used by many individuals.
“My Documents “is a shared folder with many other
folders inside of it.

13. To Save the document to your folder,
begin by Clicking on the Office button.

In the drop down menu, Click on Save As j
because we want to relocate and rename /7 Open
the document. H

14. This step should take you to the Save As
dialog box and the My Documents folder. H Save As ’
Remember, this is a shared folder. Initis
your named folder. LEJJ
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15.

16.

17.

18.

19.

20.

21.

22,

23.

24,

Word Basics

Use the scroll bar at the bottom of the list
of folders to look for your named folder.
Double-click on it to open it.

Save As

Save [n:

Trusted
= Templakes

3, My Recent
Document:

() My Documents

[ChAan Errars
(L) AAA Favorites
L) AARD Marcella-Intern

[CAlicia Flores
() Amina 5
AnaG

@)
v| @-3 X i E-

o Ments || aahia LAndrea o
ki (Shabdim [Dangelica P
Once you have your folder opened, look e S St
1 |.,"_\g;fcuments ‘ [C)Abel G () Araceli Rajas
- - ——————| |Dhc P (ChAracely H
at the File Name field below. 3 e | (Do ety s
[ - ) Adriana Calderan ) Aracely R
Places (2 Aida H () Arali Flores
() hilton, Santos
[ albertn & a
() Alberto Dominguez P Size; 33.9 KB ur
(CAletandra Files: Ailton Excel 1 09-30-2010,xdsx, ... L
(Al Farah ()Baldomero 5
ali yasmin \)Beidemariam R
>
File name: Gbjective v
5ave astype! | word Document v
[ Maintain compatibility with Word 97-2003
Your name should now appear the the save he ]
- - sauaidly- | [ Sulin Tamu v @ B XoiE-
»
Save In fIEId oy Trusted 2009 PawerPoint
Templates | 2009 word
. . . . . 3 My Recent | [C)2010 Internet
The word Obijective is in that field. We DRSSyt ot
@ Desktop (2010 word

E5ulnT Corrected Homewark

want it to say something else. Itis
already highlighted, so just type in the new
name: Yourfirstname Resume.

Click the Save button or Pressm

key.

= My
B iccments

C il

Computer

M Network
Places

\A SulinT Resume]| =

Save askypsi | yiord Document -

[ Maintain compatibiliy with Werd 97-2003

Look at the top of your document. It
should now have the new file name at the
top .

» culinT Resume - Microsoft Word

Now that the document has been saved, let’s take a closer look at it. It is a Form. See where
the words street address is highlighted? This means that you can fill out the information
listed and use the tab key to move to the next piece of needed information or what is called a
Field.

[Street Address], [City, ST ZIP Code]e[phone]e[e-mail]

[Your Name]

Do not enter anything yet. Press the Tab key. See how it moves from street address to your
name? It skips the rest of your address information. Therefore, the form has some errors in it
and we may have to use our mouse to get into those skipped fields.

Tab through the document and Look at the different fields as they become highlighted. You
will see that some ‘fields’ have more than one piece of information in them. Do not tab
beyond the end of the document.

Click in the Street Address field again.
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25.

26.

217.

28.

29.

30.

31.
32.

33.

34.
35.

Do not bother deleting what his there, just Type your street address. This is your resume,
so it should have your information on it.

Use your mouse to Click into the next field. Type in the correct information.

Do the same for the phone and email fields. When you have completed that, Use the Tab
key to go to the next field.

Type in your name. Notice how all the formatting has been done for you.

Next you will need to tab twice in order to get to the next field where you enter information.
In the Objective section of the resume Type in the objective that you worked out with your
teacher before the exercise. If you have not completed it, tab down to the next field, you can
come back to this one later.

When you are finished typing your objective, tab twice more to get to the Experience section
of the resume. We always begin with the most recent or current job first and work backward.
You do not have to go back to the beginning of your working life. A ten year history is
acceptable to most employers.

If you have the exact date you started your last job that is great, but if you only remember
year, that is also acceptable. For example: 2003-Present. This means that the person who is
writing this resume is still working at this job. Type in the Dates of your last or current job.

Objective

Records management is an essential in any business. What to file, what to keep, and more
importantly, what to throw away is something | have learned and will continue to study both from a
legal standpoint as well as a practical one.

Experience

[Dates of employment] [Company Name] [City, ST]

[Job Title]
= [Job responsibility/achievement]
= [Job responsibility/achievement]
= [Job responsibility/achievement]
Tab over to the next field. Type in the name of the Company.

Tab again to the next field. Type in the City and the State Abbreviation where the company is
located.

When you tab again, you will see that all of the next group of fields are highlighted. If we just
type over the highlight, it will erase what is already there. So, we must use the mouse to click on
the individual fields. Click on the Job Title field.

Type in your Job Title.
Click on the first bullet field. What was your major job responsibility in the position you held?
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36. Type your answer into that field.

37. Can you think of one or two other important responsibilities of that position? List them below, or
Type them directly into the resume. (Remember to click into each field.) Then Type them into
the resume.

38. Save this document by Clicking the Save button on the Quick Access Toolbar.

39. Fill in the information for your other jobs up to a ten year history. Use steps 28 through 34 to help
you.

2003-Present Judicial Hall Korona City, MN

Records Coordinator
= Fill all requests for all criminal files and deliver them to the correct offices
= Sort and file all returned files to the stacks
= Pull, box, and label all criminal files to be stored off site

2001-2004 Korona Mobile Lending Library Korona City, MN

Librarian

= Check in and out all resources

= Collect all over due fees and turn them into the Head Librarian at the Korona City Library
= Match all actual inventory to the computer inventory and investigate any discrepancies

= Find equitable solutions to disputes between borrowers

1998-2001 L Hakodate, Oshima,
Takadaya Memorial Library Hokkaido, Japan

Assistant Librarian, Resource Department

= Check inand out resource equipment, including projectors, microfiche, magnetic tapes, and
books

= Keep a current inventory of all the projectors

=  Collect all over due fees and turn them into the Head Librarian

[Dates of employment] [Company Name] [City, ST]

[Job Title]
= [Job responsibility/achievement]
= [Job responsibility/achievement]
= [Job responsibility/achievement]

40. Let’s look at our sample resume above. What changes did our resume writing, Sulin Tamu, need
to make to the template to enter her work experience?

41. Sulin Tamu, has had three jobs in the last ten years. Therefore, she has some blank fields at the
bottom of her list she does not need. She will delete those by Highlighting the shaded areas on
the actual document.
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42.

43.

44,

45.

46.
47.
48.
49.
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Over the highlighted area,
Right-click to bring up the

DUOUKS
= - Keep-acurrent-inventory- of-all the projectors|
= - Collect-all-over-due-fees-and-turn-them-into-the-Head- Librarianc

k=1

pop-up menu.

[Dates-of-employment]=
[JobTitle]q

= » [Job-responsibility/achievement|{

P = + [Job-responsibility/achievement]7
If you need to make similar = » [Job-responsibility/achievement|c

changes to your resume, Ask _ s ’
your teacher if you need help. Educationx

[Company'Nam1
| B I

z A
E¥-A-EFEE-

Click on Delete Rows.

Next we will move into the Education section of the resume. This sample resume is designed for
a college graduate, but do not let that put you off. This section can be modified for a high school
graduate or one who has or is in the process of getting a G.E.D.

Sulin did not attend college. She did graduate from high school in Japan. She will enter that
information. Just like the Experience section, Click in the Dates of Attendance field and Type in
the Dates you attended whatever schooling you are using for the resume. (Remember, most recent
first.)

Complete the rest of the information about your education. Again, if you need help, ask a teacher.
Use the Spell Check feature to correct any mistakes.

Save your resume by using the Save button on the Quick Access Toolbar.

Look at Sulin’s resume on the last page. Does yours look similar? If you need help with
formatting, ask a teacher for assistance.

Now you can use this resume any time you apply for a job and update it with new information as
needed.
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121 Harbinger Lane, West Saint Paul, MN 55118651.555.2350esullntamu@gmail.com

Sulin Tamu

Objective

Records management is an essential in any business. What to file, what to keep, and more
importantly, what to throw away is something | have learned and will continue to study both from a
legal standpoint as well as a practical one.

Experience

2003-Present Judicial Hall Korona City, MN

Records Coordinator

= Fill all requests for all criminal files and deliver them to the correct offices
= Sort and file all returned files to the stacks
= Pull, box, and label all criminal files to be stored off site

2001-2004 Korona Mobile Lending Library Korona City, MN

Librarian

= Check in and out all resources

= Collect all over due fees and turn them into the Head Librarian at the Korona City Library
= Match all actual inventory to the computer inventory and investigate any discrepancies

= Find equitable solutions to disputes between borrowers

Hakodate, Oshima,

1998-2001 Takadaya Memorial Library Hokkaido, Japan

Assistant Librarian, Resource Department
= Check inand out resource equipment, including projectors, microfiche, magnetic tapes, and
books
= Keep a current inventory of all the projectors
= Collect all over due fees and turn them into the Head Librarian

Education

. Hakodate, Oshima,
1995-1999 Esan High School Hokkaido, Japan
References

References are available on request.

This work was created by Neighborhood House.

This work is licensed under a Creative Commons Attribution-Noncommercial-Share Alike 3.0 License. You are free to copy, distribute,
transmit, and adapt this work provided that this use is of a non-commercial nature, that any subsequent adaptations of the work are placed
under a similar license, and that appropriate attribution is provided where possible.
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Microsoft Word: Exercise 13

What You have Learned

We are going to find and copy a shared document. Remember, when you save it

to work on, you must save it to your named folder.
e Use the Start Menu and go to My Documents.

e Use the Scroll Bar to find the folder Computers and Literacy.

e Double-click to open the folder. Double-click to open the Word folder.
e Find the file Microsoft Word Certificate (unformatted) and Double-

click to open the file.

. Save it to your named folder as Firstnamelastinitial Certificate.

. Select all the text. On the Home tab in the
Editing toolbox, Click on Select and then in the
drop down box, Select All.

e Change on the font style to a diffencnt
font.

e Highlight Neighborhood House English Language
Learning Program.

e« Change the font size to 20 poinf.

e Click after Program to put the blinking cursor there.

o Press Enter.

e Click after thes to put the blinking cursor there.
o Press Enter.

. Highlight Certificate of Completion.

« Change the font to 28 poini.
e Highlight Microsoft Word Basics Workshop

« Change the font to 36 poini.
e Highlight [type your name].

« Change the font to 72 poini.

. Type your name.
e Highlight [type the Month, Day, Year]
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« Change the font to 36 poinf.

e Type today’s date or a date specified by the teacher.

e Select all.

e Click the Center Align button to center the words.

e Use spell check.

e Correct any spelling mistakes.

e Adjust, Rearrange, or Resize the images on the certificate.

e Change at least one of the images on the certificate. On the Insert tab in
the Illustration toolbox, Click on Clip Art button to open the window where
you can search for new images. You can also get them from the Internet.

¢ Change the Background of the certificate. On the Page Layout tab you
have two choices.

1) In the Page Background toolbox, Play with the three tools listed:
Watermark, Page Color, Page Borders. Look at but do not add a
watermark to your certificate. If you add one you can always use the UNDO
button to make it go away.

2) In the Themes toolbox, Look at the different Themes available. Check
out the Colors you can change as well.

Make any changes you like.

e Show the Teacher!
e Ask for help printing your certificate!

CONGRATULATIONS!

This work was created by Neighborhood House.

This work is licensed under a Creative Commons Attribution-Noncommercial-Share Alike 3.0 License. You are free to copy, distribute,
transmit, and adapt this work provided that this use is of a non-commercial nature, that any subsequent adaptations of the work are placed
under a similar license, and that appropriate attribution is provided where possible.
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